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Cover: Punched paper tape mechanizes offices at U. S. Steel 
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JOBS HANDLED: Payroll Writing with Automatic Tax Computing 
* Payroll Analysis * Wage Accrual & Labor Distribution by Order, 
Part Number and Department * Labor & Material Accounting ° 
Material Records * Government Reports * Miscellaneous Accounting. 
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Waltonals save us $60,000 a year... 


return 140% annually on our investment.”’ 


—AMERICAN SEATING COMPANY, Grand Rapids, Mich. 


“Our National Accounting Ma- 
chines, which cost $43,000, save us 
$60,000 a year in accounting ex- 
pense. This saving repays their 
cost every 9 months, and returns 
us about 140% annually on our 
investment. 

“Payroll work alone formerly 
required 22 people, but is now 
done by 14 — and done better, 
smoother and without bottlenecks. 
New employee training has been 


greatly simplified. 

“Results have exceeded our ex- 
pectations. Our satisfaction with 
such improved performance and 
reduced expense prompts us to ex- 
press our unqualified endorse- 
ment.” 
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Controller, American Seating Co. 


THE NATIONAL CASH REGISTER COMPANY, varrons, onto 


“World's Leader in Public Seating” 


In all types of business, Nationals pay for themselves 
out of the money they save, continue savings as hand- 
some yearly profit. National's exclusive combination 
of features does up to 2/3 of the work automatically. 
(Operators accomplish their work more easily, too.) 
Your nearby National representative will gladly show 
how much you can save with Nationals. 


TRADE MARK REG. U.S. PAT. OFF. 


- 
| 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
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New Flexibility 


Same desk adapts 
for different uses 


Replace typewriter 
pedestal with drawer 
pedestal to get: 


= 


t+] — 
Sie 
———__ ee - 
U ~U 
Replace pedestal with 
end panel to get: 


_—— a 


Here’s an X-ray look into 
the easiest operating desk you can buy | w 


Reverse pedestal and 
end panel to get: 


This new “Y and E” desk keeps its handsome, accepted style—but 20 engi- 
neering changes make it the most adaptable, easy-to-use desk you can buy. 


— 
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New 


You can meet many 


changing needs through 
ease of rearrangement of original 
operation parts. By stocking a few 


spare parts youcan quickly 
and easily change this new 
desk to almost any model. 
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New Nylon Stationary Bear- 2. New Effortless Locking— 
ings glide drawers quietly in and new spring and locking mecha- 
out with effortless ease. nism give easy and positive lock- 
ing and unlocking. 
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3. New Sliding Reference Shelf is 
reversible, can be used as utility trolled, positive action—drawer more convenient storage. All 


drawer. Glass insert or pin tray removal simplified. compartments full height of 
is available. 


drawer —no spillage. other at any time. 


For complete information on how 

thaw new des can beret your” WA WIMIAN AND FRBE MFG. 

company, please write for free bro- ee Nationally distributed through 
chure No. 3808. 1030 JAY STREET, ROCHESTER 3, N. Y., U. S. A. branches, agents, and dealers, 
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4. New Drawer Stop, spring con- §. New Roomier Utility Tray for @. Choose either Recessed or Flush 
Back on original equipment. Can 
be easily changed from one to the 
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WE don’t quite know what con- 
clusion to draw from this, but as 
the editors were unanimously de 
ciding to make the story of U, S. 
Steel’s new automatic office the 
leading feature of this issue, we 
had a visit from one Lewis Glas- 
er, a New Haven, Conn., goose 
farmer, who dropped in to report 
rising demand tor his prime qual- 
ity goose quill pens, made exact- 
ly as they were in King Arthur's 
day. 

Seems lots of people still find 
them handier than ball pens, 
punched cards, or even the new 
magic tape of U. S. Steel! 


office 
management 
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Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” Awards 
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‘| Baltimore Business Form 
does the work of 2! 


Until recently a large wholesale distribu- 
tor used separate order and invoice forms, 
had a lag of from five to ten days between 
delivery and billing. Baltimore Business 
Form experts considered the problem, 
designed and recommended a single form. 
Result: Same-day billing, one form, less 
cash tie-up, less costly office routine. 


WHAT'S YOUR PROBLEM? Leading 
department and retail stores, whole- 
salers, delivery services, manufacturers, 
banks... all have found that Baltimore 
Business Forms save time, trouble and 
money. Why do these forms effect such 
important savings? Because Baltimore 


Business Forms are designed to fill 
specific business requirements. 


Since 1916, our design and manufacturing 
experts have solved countless problems 
in serving over 60,000 of the nation’s 
leading business houses. Their wealth 
of experience ideally qualifies them to 
help you. Remember, often a single sug- 
gestion may save hundreds . . . even 
thousands . . . of dollars for your com- 
pany. So re-evaluate your present 
system in the light of today’s constantly 
changing conditions. Let one oi our 
Business Form specialists help you in 
solving your business forms problems. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Raltimore Salesbook Company 


The Baltimore Sales»ook Company 


3134 Frederick Avenue—Baltimore 29, Maryland 
We are interested in seeing samples of Baltimore Business Forms. 
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“Forcing” Employees into 
Leadership Roles Pays, 
AMA Conference Told 

“Forcing” people into positions of 
leadership often reveals previously un- 
suspected qualities of leadership with- 
in them, Dr, Eugene E. Jennings, as- 
sistant professor of industrial manage- 
ment, Wharton School of Finance and 
Commerce, University of Pennsylvania, 
declared at the national personnel con- 
ference of the American Management 
Association, held in Chicago Febru- 
ary 15-17. 

Psychologists, unable to agree on 
any one trait that sets the natural 
“leader” apart from others, are begin- 
ning to believe that characteristics 
which denote a leader in one situation 
may be quite different from those that 
would be necessary in another situation, 
he reported, suggesting that leadership 
is a “social phenomenon, arising from 
an interactional situation,” 
a purely personal thing. 

This principle has significance for 
business in selecting and training lead- 
ers, Dr. Jennings said, since it implies 
that everyone is to a certain extent a 
potential leader, and that development 
of leadership should be regarded as a 
flexible process. 

A “forced leadership” technique for 
training has been developed, he said, 
and in at least one test case, has proved 
more effective than the conference me- 
thod. The system is based on a case 
study in which a particular human 
relations problem is presented to a 
group of trainees. Trainees are then 
divided into smaller groups of four to 
five each, with instructions to bring 
back individual group solutions to the 
problem presented, within a limited 
time. No one person is assigned to 
lead any of the groups, but in most 
instances some one person in each unit 
will take over. 

In the second phase of the program, 
the same procedure is followed except 
that those who took the lead at the first 
session are all put in one group, while 
the others are distributed at random 
again. Those who were non-leaders at 
the first session are thus given another 
chance. This continuing separation of 
leaders and non-leaders continues until 
each trainee has at one time or another 
assumed the role of leader. 

Advantages of “forced leadership” 
training cited by Dr. Jennings included 
development of democratic rather than 
autocratic leadership. 


rather than 
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GF builds up his CF* 


* CONFIDENCE FACTOR 


This fine chair —the GF COMFORT MASTER JUNIOR 
—adds prestige to the junior executive's job 


A handsome GF Comfort Master Junior 
chair does more than harmonize with 
modern office surroundings. It helps to 
step up the morale of the junior exec- 
utive...to give him a feeling of confh- 
dence so necessary to a young man on 
the way up. 


Equally important 1s the comfort of the 
Comfort Master Junior...a chair de- 
signed for good posture as well as seat- 
ing ease. Built of strong, welded alu- 
minum, cushioned with foam rubber, 
the Comfort Master Junior has five 
adjustments to “tailor-fit” any man. 


Another important feature is the long- 
term economy of this fine chair. Al- 
though it may be slightly higher in 
first cost than run-of-the-mill office 
chairs, it will outlast them by a matter 
of years... and keep its handsome ap- 
pearance even longer. 


Find out for yourself what a relatively 
insignificant investment can do for your 
junior executives and for your com- 
pany’s over-all efficiency as well. Call 
the nearest GF distributor or write The 
General Fireproofing Company, Dept. 
O -28, Youngstown 1, Ohio. 


Good metal business furniture is @ 300d investment 
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_ GENERAL _ 
FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS + GOODFORM 
ALUMINUM CHAIRS + SUPER-FILER— 
THE MECHANIZED FILING EQUIPMENT 
GF ADJUSTABLE STEEL SHELVING 


7 


jf ae ae ae ae eaters ae pee: eee Rn De) Se SS ie fh ae 
ee lll” ee Gi Re ae ae 
~ —————————— é _ : ] ee i, eet 
ud e a 
, Se 
. Sas pakicte Sa kit 5 hl iis ie “J J 
i ae, : L 
a : ! 
a * $ . 3 
ae 
_— ae 
; : 
_ i : ; f ® 
xe oO ie aly 
£5 4 ; Ae 8 
Pe. i fee 
i ashy 
oa —— F a tee 
: ot a: a” a \GE 
ae a ‘ A a * al 4 
ei yict = ‘ae ; 4 y ] * 
. A a ~ i sy | ae 
ba q ‘ . See 
eta <4 a % : ea,” 
— 7 4 : ‘ a Ke 
a aAS Sy? wr = bleed 4. 
4 ~ % a . ‘ Lae 
f . 
& fone . y 
4 Pi ye r , . eo * é 
5 Ry... - re, ve f oe i ; 
é % te a ; f| a ae . 
; le & P | <sh 
— om | fle feng 
x in * . | . 7) esl eal 
, x ; ae ‘ 4 ae J ‘a ae , ora 
“ail ik é bi q , ick a 
r _ ae. Y ee a ~ d . am 
ae \ i Hy 4 gl ae eS * } 4 
3 * \o : i Fa 15.8 io 
> ia : ae 1s a a. a ae) 3 F F 
Pei - on —- oY 5 - ; gee) ad mt Spi ™ ‘ fg 
. ote, oe t ia) ‘ inet as . * Se : ' . a caer: £ nf ert j | ie 
: _ aie ' : B 4 ES : Si See si eg aes A ee 
Bt Bon. — ¥ : ey ces, vote Pay ce aN a x: ae Eat 
! - in ll ee, eee fl. : i 
5 re Oe Ne ees ‘ wey! ee Fo i te. A od a =f 2 Ht) 
o a co aos gy - > ear a ane = | vit, & - he re rl a oa > r 2 He 
i me id ae: ae aia id - " Pe; 
os ) a : bts Tene ‘ si : " a ial eit 
ee : ; nc nea “fe . fpr oh — we ae: 
Be pte : 7 ; > a + Bhs. ee = et al art. , é Bye at __- 3 a 
P f. a ipl ' ea ye Pare! eS d 4 _ a 
. . 4 a i —_ | 1 a 1. ie 1 a 
& a . ie ‘a “i 1) i Y oa ae Bet ty i 3 & ‘ eee a “ae . = 
to ee > ey ig a hh. ie 4 oie geet, pe. 4 ee . eee ae 2 By ! 
§ og é ome a gS: 7 4 es By se 2D. Wee ¥ } 
oT er ae) ’ i en - te ee Gs Bi 4 
; Bt Na aoe ee ; ; : eer ibe: Sf a - i 
; i ae , ge So See “Sef i ole ae ™ de , 
‘i ——-_ — 4 7 sj 4% — re - fe _¥ ae 
: —- ' : ‘ a AS ; as : a , ig Rena 
_ } ‘ ,, 4 + ty rag 25 = . £ ay te . 4 2 y mY = 
al v= d ee ree aes: Bete ? Bs, i ‘ x aif 
a. a ; a ae: a tt eat gh ae , a 4 
ee eS ri4 7 a ae > eats el! } Sh 
i 2 . " f i ae ee : r - ore & - 
ae os b rs" @ % et ay es oo: 4 - a > 4 - 
. ee 9 a al oie. = ae 
~~} te 1“ . a ie ay i ‘ + 
‘Sic : gens ae 2 3 ae per a” us "5 CAR Caer at : re ay 
a eS se he oe ye <a 3 ae me ae . ait  —— Samy es Lee a ag f : 
Tn 1) aries i ae eae i or th - a ee Rea o & a : 
és Ss os ae br Po ee ye ; eS Cl}, en | i 
; So a SRE Da el fe ee oes ws Hie ee ay does Powe 
, ps : 
hs i 
a * he 
pe ‘iF e 
; ° he 
re 
. 
‘aici 
in Ol 
® r 
. a as 
1a 
eh Ea 
a oe 
ee. 
4. a, 
eo. aed 
bias 
yas tee 
oeey 
"a + 
in 
“4 
er. 
ck 
fet ate 
ee 
i * 
a 
i , 
Aa as Tai ; — oS | a a a ie a= ft Sh Te, Baek ae <c,  e 
. Ce ve : ae 2) a 4 od aa ae He te ae j ne. 2) aaa ae a Se ar » See = “Oy ‘~ o See. aan . 4 
ee ae : = m ay en ips ae | 8 OS a. ee ney a) . eee | eee, oe is Tate. ee Ba ae te. 
fae Dele aa a Pi, ; ae ee. a hone -_ Naive sal SE ee oc ae eet). : Sie: ie a4 , + cs ee 
es Pe ER one, a ite We ee oe pie | fn | Dnata eS seein) Gee ian a or ie ees > i 2 we aa 


(Gite 


PLATES PUT ZIP IN 
YOUR PAPERWORK! 


Too many executives who drive a late model, high compression 
factory are trying to run it on low-octane paperwork. When 
paperwork lags, production suffers. 


Time and time again, Colitho representatives have added new 
spark and pick-up to business systems with Colitho Offset 


Duplicating Plates. 


Colitho Plates are easy to use. They’re adaptable to every 
kind of paperwork. Their use does away with needless retyping 
—eliminates costly transcription errors—adds to profits through 
the savings that come with efficiency. 


A folio of Application Ideas has been prepared to illustrate 
how Colitho Plates are being used in many departments of 
modern business. We'd like to send you a copy—without obli- 
gation, of course. You'll find it valuable. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, Corumsta Rippon anp Carson Mrc. Co., Inc. atl 
143 Herb Hill Road, Glen Cove, L. I. 


Send me the Folio of Colitho Application Ideas. 


ey | 


Zone State. 
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Special Conference Approves 
“Formula” for Corporate 
Gifts to Universities 


Unanimous approval of a five point 
“formula” for the guidance of corpo- 
rations in giving financial aid to col- 
leges and universities was given by 
nearly 400 corporation officers and ex- 
ecutives at a special conference held 
recently in New York, which was 
sponsored by the President’s Council 
of the American Institute of Manage- 
ment. 

Key points of the formula are: 


“I. Corporations should recognize 
their responsiblity to maintain the di- 
versified structure and balance of 
higher education in this country as a 
part of the fabric of American lite. 

“2. Corporations be urged to set 
aside for educational and charitable 
purposes the full amount which is per- 
mitted and encouraged by the tax laws 
for such purposes. 

“3, Corporations be urged as a ba- 
sic policy over the years to increase 
their contributions to the constructive 
program of education so that they be- 
gin to balance their gifts for charitable 
purposes. 

“4, It is recommended that corpo- 
ration giving tor educational purposes 
be as unrestricted as possible. 

“5. It is recommended that corpo- 
rations use the same care and diligence 
in their giving as they do in their 
usual business activities. 

There was general agreement among 
both the educators and the business 
executives attending the meeting that 
commerce and industry must play a 
larger role in financing higher educa- 
tion, if privately endowed colleges 
across the country are to continue to 
play their present role in providing 
trained men and women. 

“Corporations must recognize the 
stake which they have in our inde- 
pendent colleges and universities, not 
simply for the specific research they 
can perform or for the technicians and 
specialists they can train,” Richard D. 
Weigle, president of St. John’s College, 
Annapolis, said. “Rather they must 
have the vision to appreciate the role 
of the small liberal arts college, par- 
ticularly in educating broad-gauge 
thinking leadership for business, gov- 
ernment, church and community, and 
in perpetuating the spirit of inquiry 
and the free enterprise in ideas which 
have been the foundation of this na- 
tion’s great tradition.” 
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Make every step sabes with floor waxes improved 
with anti-slip LUDOX 


HERE’S HOW “‘LUDOX” ADDS 
SLIP RESISTANCE: 


“Ludox”’ is colloidal siJica—tough, trans- 
parent particles of minute size. Under the 
pressure of a footstep, these particles are 
pushed into the larger, softer wax particles. 
This action absorbs much of the foot’s for- 
ward-moving energy —reduces the possibility 
of slips. 
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The luster of freshly waxed floors in your building need no 
longer be a warning of slippery footing . . . because floor waxes 
improved with anti-slip ““Ludox”’ have a unique snubbing ac- 
tion that gives added traction underfoot. These wax films offer 
even greater hardness than ordinary waxes! 


With all these extra advantages, properly formulated waxes 
containing Du Pont “Ludox”’ retain the basic properties of high 
gloss, water resistance and leveling. Why not see for yourself 
how much safer your floors can be? Call your maintenance man 
today and have him try a wax improved with anti-slip ““Ludox.” 
He can easily get a sample from your wax supplier. 


If your supplier does not have wax containing ‘“‘Ludox,” 
write Du Pont, 4147E Du Pont Bldg., Wilmington, Delaware. 


LUDOX 


COLLOIDAL SILICA 


REG. U5. Pat. OFF. 
BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 
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Less Operating Cost 


Per Filing Inch of Records! 
SAVE with ROL-DEX* by Watson 


established 1887 


ROL-DEX installation in the office of the Auditor of Dishursements 
Illinois Central Railroad, Chicago, Ill 


Solve record keeping problems 
with production line speed 


Production per worker increases 25 to 55°% with ROL-DEX 
by Watson, the modern machine-filing method of housing 
records. Records roll to the seated operator. ROL-DEX is 
adaptable to both small and large quantities of records. 
Use your present records .. . no forms to buy . . . nothing 


to retype. Pays for itself in direct savings to you! Inquire 
now. 


NO 
WALKING *Pat. and Pats. Pending =  /@ ADA. 
' 
WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. G-5 
NO 1 Jamestown, New York 
STOOPING 1 Please send me information about ROL-DEX record units 
Company . 
1 Name . . Title 
NO ' Street Zone 
SQUATTING 1 
4 City : State 


10 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 


| 


“Entertainment” Deductions 
Face Double Hazard 


“Business entertainment” expenses 
will not only be scrutinized much 
more closely for exaggeration of claims 
on income tax returns this year, but 
interpretation of what constitutes le- 
gitimate “entertainment” costs has 
been considerably tightened under a 
recent ruling of the U. S. Tax Court, 
according to the Commerce Clearing 
House. 

According to a unanimous decision 
of the court, only that portion of en- 
tertainment outlay consumed by the 
taxpayer which differs from or is in 
excess of what he would ordinarily 
spend on himself is deductible from 
his Federal income tax return. 

Thus, if a business luncheon costs 
an executive $10, only that portion of 
the cost which is in excess of what the 
executive would normally spend on his 
own lunch is deductible. If his lunch 
usually costs him $2.50, that portion 
of the $10 lunch check is considered 
personal expenditure, and so is not 
deductible. 


Office Salaries in Chicago 
Still Rising, Survey Shows 
Average salary of non-supervisory 
ofhce workers in the Chicago area ad- 
vanced to $60.93 in the last six months 
of 1953, an increase of 2.07 per cent 
over the first half of the year, accord- 
ing to a salary survey recently released 
by the Office Management Association 
of Chicago. 

This represents a slowing down of 
the rate of salary advance over the first 
six months of 1952, in which the 
average salary had advanced 3.66 per 
cent over the last half of 1951. 

The semi-annual salary survey was 
based on 35,999 individual rates in 44 
payroll classifications, in the 219 firms 
submitting data. 

Other facts revealed in the survey in 
clude: 

Over half the total office personnel 
of 96,734 employed in the respondent 
firms are women. 

Almost half the companies covered 
work a full eight-hour day, while only 
one-quarter are on a 74-hour day. 

The number of companies giving a 
half-hour lunch period is greater than 
the number giving a full hour; the 
majority of companies give 45 min 
ules. 

Most of the companies covered give 
new employees a pay increase after the 
first three months of employment. 
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Now got abl your andwerd dutomotically | 


WITH THE NEW, FULLY AUTOMATIC, REMINGTON RAND PRINTING CALCULATOR 


This new, performance-packed printing calculator mul- 
tiplies, divides, adds and subtracts amounts up to ten 
trillion. It prints and proves every calculation on the 
tape. It is the first fully automatic printing calculator 
with all these features: 

Simpla-tape ... printed proof in black and red with all 
the essential elements, no superfluous figures. 
Automatic multiplication... fully automatic short-cut 
multiplication with push-button ease. 

Automatie division...one key to all your answers. 


Automatic credit balances. .. minus totals distinctively 
signalled as credit balances. 

10-key touch addition and subtraction ...effortless 
speed through simplified touch operation. 


e 
Remington. Ftand PROFIT-BUILDING IDEAS FOR BUSINESS * 315 FOURTH AVENUE, NEW YORK 10,N. Y. 


ome 
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Constant key... Remington Rand's exclusive multipli- 
cation “memory” feature. 

Automatic total control... for individual or accumu- 
lative totals, automatically. 

Two-color ribbon... totals, subtotals and credit bal- 
ances printed in standout red. 


FREE! Ask your Remington Rand Repre- 
sentative for an eye-opening demonstra- 


tion, or send for your copy of this “show 
how” folder. Write Remington Rand, 


Room 1876 today. Ask for C669. 
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let MARSHALL HELD & COMPANY’S 
,ontract Division... 


... Plan, Decorate and Furnish 


Your Offices 


This general office area is an example of the complete 
planning and furnishing services which Field's Contract 
Division provides. The metal office furniture is but one of the 
many outstanding lines in both metal and wood, 

in either Modern or Traditional styling. 


Whatever your place of business, Field's will provide the 
furnishings and the good advice to outfit it tastefully . . . 

all with a sharp eye on your budget. Our competent staff 

of salesmen and designers will help you with every phase of 
your furnishing problem. We will take over the job 
completely for you, just as we did at Western Printing and 
Lithographing. Floor coverings, draperies and accessories 

are available here to insure continuity and a layout complete 
in all details. And, all at prices which are at o special net 
commercial level. 


Visit or telephone our showrooms, or write to Department 630. 


MARSHALL FIELD & COMPANY 


CONTRACT AND OFFICE 
FURNISHINGS DIVISION 


Second Floor 
Merchandise Mart 
Chicago 54, Illinois 


(A RECENT INSTALLATION... WESTERN PRINTING AND LITHOGRAPHING CO., RACINE, WISCONSIN) 


Nepeo Foundation Reports 


New Scholarship Awards 

John E. Alexander, Nepco Founda- 
tion president, Port Edwards, Wiscon- 
sin, has announced that a maximum ot 
four new awards will be made again 
this year under its scholarship awards 
program. Eligible for awards under 
the program, which was first an- 
nounced in 1953, are employees and 
children of employees of Nekoosa-Ed- 
wards Paper Company, and children 
of residents of Port Edwards and Ne- 
koosa, regardless of place of employ- 


ment, Each award is for $750 for an 


| academic year, with a provision for re- 


| newal for three additional years. 


Four local students are presently at- 
college with the help of 
made last year. They 
Margaret Gilson, Viterbo College, 
LaCrosse, Wis.; Claude Schneider, 
Layton School of Art, Milwaukee: and 
Robert and Keith Buchanan, 
University of Wisconsin at Madison. 


J. L. May Adds Facilities 

The J. L. May Co. 109 W. 19th 
St., New York, has announced that it 
has enlarged the department and 
added new equipment to accommodate 
the increase in orders for its carbon- 
ized tape social security envelopes. 


tending 


awards are 


Votava 


Books and Pampklets 


1954 Pay Almanac 

The purpose and scope of the 1954 
Pay Almanac, recently published by 
Business Reports, Inc., are indicated by 
the foilowing quotations: 

“The coming months pose the big- 
gest challenge to intelligent pay plan- 
ning that you have faced in years. 

“This will be the first year since “49 
when the accent is on normal peace- 


time output instead of defense produc- 
_ tion—yet your workers will not recog- 
nize this fact in making their pay de- 
| mands. 


“It will be the first time in five years 
when there'll be more workers than 


| jobs—yet top talent and experienced 


OFFICE MANAGEMENT 


men will remain scarce, and you must 
_ continue to devise new imaginative 
| ways to attract and hold key personnel. 

“It will be a year when middle-in- 
come employees will seem to be all set, 
as taxes and living costs taper off—yet 
they'll actually become more and more 
dissatishied, as the pay differential nar- 
rows between production and super- 
| visory levels. 
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Multiple Unit Cotton Towel” Service 
Speeds-Up Briggs Washroom Traffic 


Here's How 
Linen Supply Works... 


You buy nothing... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up end delivery, provides 
automatic supply of fresh- 
ly laundered towels and 


fine © am uniforms. Quantities can 
c& et be increased or decreased 
“lige: on short notice. Local 


service is listed in your 
classified book under LINEN 
SUPPLY or TOWFL SUPPLY. 


Fairfax Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. + 
March, 1954 OFFICE MANAGEMENT 
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* 


e Automobile bodies are built at the big Evansville, Indiana 
plant of Briggs Indiana Corporation pictured above. Here 
more than 2800 employees are kept busy. To speed the heavy 
washroom traffic multiple units have been installed to fur- 
nish continuous cotton towel service. 

Management has found they can keep plant washrooms 
cleaner and tidier with cotton towel service. Briggs employ- 
ees, too, prefer the greater comfort afforded by soft, ab- 
sorbent cotton towels. More important, management has been 
able to make this contribution to good employee relations at no 
increase in cost. 

Whatever your towel problem ... whether you operate a 
factory, institution, office or store ... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. 

For free booklet that tells how cotton towel service will 
save you money, increase sanitation, efficiency, write to 
Fairfax, Dept. D, 65 Worth Street, New York 13. 


Clean Cotton Towels... 
Sure Sign of Good Management 


WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH STREET, NEW YORK 13 
13 


*Continuous cotton towels used by Briggs Indiana Corporation 
are serviced by Clean Towel Service of Evanaville, Indiana 
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in your offi 
n your office ? 

Mark it down as a red-ink opera- 
tion if it was a quantity job, folded 
by hand! Circular letters, invoices, 
catalog sheets, announcements—all 
these, and many other items that have 
to be gotten out every day, week or 
month, can be turned out with a PB 
folding machine at a fraction of the 
cost of hand folding. 

The FH model is small, easily 
portable. With semi-automatic feed 
and electrically driven, it is accurate, 
fast and easy for anyone to operate; 
can make two folds at once; can 
double-fold 84 x 11 sheets up to 
5000 per hour. It can make eight 
different folds in sheets as large 
as 8! x 14 inches, as small as ] 
3 x 3 inches, and of many 
different paper weights. 

It takes less thana 
minute to set the FH 
for any job; you merely 
move two knobs to 
adjust for the folds wanted. 


~ 


Le 
i. y Not much larger than a standard 
typewriter, and costing even less, the 
FH is a great convenience in any 
Office, large or small . . . quickly pays 
for itself. Ask the nearest Pitney- 
Bowes office to show you—or send the 
coupon for a free, illustrated booklet. 


Easy! Fold sample sheet. Measure the 
folds on metal rule. Then... 


Fully automatic model 
FM folds up to 19,000 
sheets per hour. 


Move indicator knobs to widths wanted 
... And it’s ready to go! 


1 Prrne y-Bowes, INC. 


PITNEY- BOWES 1 2910 Pacific St., Stamford, Conn, 
Folding Machines | *~”""™""« 


= Made by Piiney-Bowes, Inc... originators 1 Name 
PB) of the postage meter... 93 branch offices, 1 Firm 
SS Uh service tn 199 clttes in U.S. and Canada, 4 
x I Address 
i 
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“It will be a year of tax relief—yet 
tougher Treasury attitude towards 
many practices will require skillful 
planning in dealing with the govern- 
ment. 


“This Almanac points up the main 
pay trends to watch in °54. It spot- 
lights the problems to expect and shows 
you what imaginative firms are already 
doing about them. It gives you an 
arsenal of comparative data to use in 
checking your pay practices with others 
in your industry and area. These sta- 
tistics can be vital ammunition in deal- 
ing with your executives, white collar 
people, and production workers on pay 
problems in 1954.” 


This new volume is the work of 
William J. Casey, of the New York 
Bar; J. K. Lasser, C.P.A. and well- 
known tax expert; and Walter Lord, 
L.L.B. It is a book running to 166 
pages, and it is section-tabbed for easy 
reference. The 1954 Pay Almanac is 
priced at $12.50, and is available from 
| Business Reports, Inc., Roslyn, Long 
Island, N. Y. 


Brief Listings 


Selected Business Directories. A 
three-part list of biographical, publica- 
tion, manufacturers, organization, and 
jgeneral directories, and of directories 
|in each of 46 business fields. The three 
parts of the list are contained in the 
December, January, and February is- 
sues of Business Literature, issued by 
The Public Library of Newark, 34 
Commerce St., Newark 1, N. J. The 
complete list is available from the li- 
brary for 50 cents. 

Building Sound Employee Relations, 
an address given by Dr. James F, Col- 
lins, of Universal Atlas Cement Co., 
at the November 4th luncheon meeting 
of the Office Executives Association of 
New York, Inc. It is priced at 25 cents 
and is available from OEA at 33 W. 
42nd St., New York. 

Long-Form Report Practice, a study 
of long-form audit reports, published 
by the American Institute of Account- 
ants, 270 Madison Ave., New York 16, 
‘and available from that organization 
‘for $3. It analyzes 52 representative 
|reports for the purpose of helping 
'CPA’s to compare their own reporting 
| practices with those used in the reports 
, analyzed. 


Proceedings of the Second Annual 
Meeting of the National Microfilm 
Association, 19 Lafayette Ave., Hing- 
ham, Mass. The volume contains a 

(To page 17) 
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Gives extra years 
of stapling satis- 
faction. Staples and pins. 
Loads 210 Ace staples. 


ACE STANDARD \ 


- Jo 


Sturdiest most du- 
rable stapler.. 
made for a lifetime 
pod em mg performance. Staples 
and pins. Loads 210 Ace staples. 


ACE SCOUT 


Low-cost, long- 
life stapler. 
Gives perfect performance. 
Staples, pins, tacks. Loads 
105 No. 200 Ace staples. 


ACELINER 


World's finest 4- 
way stapler, 1. 
staples, 2. pins, 
3. tacks, 4. hand fastens. Beau- 
tiful, streamlined design. Effi- 
cient, durable, most satisfactory. 
Loads 210 staples. 


ACE STAPLES 


Top quality. As- 
sure best sta- 
pling perform- 
ance. Highest 
tensile penetra- 
ting strength. 


STAPLES | 


ACE STAPLE REMOVER 


Snaps out clinched staples 
in a jiffy without damage 
to papers or fingernails. Du- 
rable, efficient, attractive. 


ACE CLIPPER 
Stapling Pliers 


Poa Ais 
dia sili Willie Ss a maear 


Cly 


as USE ONLY ey YH 700 


Big favorite with florists, dry cleaners, 
stores, schools, factories. Lightweight, 
easy action, perfect performance. Loads 
210 staples. 


ACE STAPLING EQUIPMENT has been known as “the top quali 
a quarter of a century! Each product in its price class gives extraordinary value. Any ACE 


‘ line” for more than 


machine will give you smooth, dependable service no matter how long or hard you use it! 

e Top performance and fastening efficiency are certain if only ACE STAPLER are used. Ask &. 
your stationer to show you the various ACE products pictured here. Choose the one that 
exactly fits your purse and your needs. That's the best way to be sure of getting a lifetime 


of real stapling satisfaction! 


\Q SOLD EXCLUSIVELY 


THROUGH DEALERS a 


® 


WORLDS 
FINEST 


| ' 
IN CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 © 770 DU PONT STREET, TORONTO 4 


ki 
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Advertisements in the 


MAY N.0.M.A. CONVENTION ISSUE OF 


SAVE SHOPPING TIME 
FOR 13,000* MAJOR EXECUTIVES 


The huge exhibit area at the Kiel Auditorium in St. Louis, where the 1954 
NOMA Conference and Exhibit will take place May 23-27, makes it difficult for 


time-pressed executives to do justice to all pertinent exhibits. 


Therefore, as is traditional each year, manufacturers will present their lines 
in the May NOMA Convention Issue which comes out several weeks before 
convention time. This gives executives a chance to evaluate equipment and 
supplies as they plan to visit exhibits which offer solutions to their managerial 


problems. 


ADVERTISEMENTS IMPORTANT TO 
NON-ATTENDING EXECUTIVES 


Thousands of top office executives will be unable to 
attend the NOMA Convention. To these important 
buying prospects, manufacturers’ advertisements are 
vitally important since it is top management's respon- 
sibility to — abreast of the latest developments in 
equipment and supplies. 


EDITORIAL CONTENT OF THE MAY N.O.M.A. CONVENTION ISSUE 


NON-EXHIBITORS’ ADVERTISEMENTS 
RECEIVE FULL CONSIDERATION 


Both the attending and non-attending paid executive 
subscribers to OFFICE MANAGEMENT will read the 
ads of manufacturers whether or not their lines will be 
displayed at the convention. Non-exhibiting manu- 
facturers should mention in their copy where their lines 
can be inspected, or invite further inquiry. 


A complete listing of exhibitors, conference schedules, advance story and back- 


groun 


vertising Space Today. 


CLOSING DATES: °° cory April! 


* Complete plates, April 10 


"Guaranteed Paid A.B.C. Circulation for first six months of 1954. 
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*eere® The Magazine for Management Executives ‘ones 
NEW YORK 10, N.Y. 


212 FIFTH AVENUE 
16 


of principal speakers, articles on methods, systems, purchasing and 
ersonnel, including an interesting case history, will hold the attention of 
OFFICE MANAGEMENT'S paid executive subscribers. 
Office” feature for this issue will be on general office furniture. 


MANUFACTURERS—Inform the Nation's Top Office Executives on Your 
Lines Before Convention Time. 


The “Tools of the 


Reserve Your Ad- 


Methods, Equipment, Personnel, and Purchasing 
Published Monthly 


¢ 


OFFICE MANAGEMENT March, 1954 


‘ ‘ 6 Mé a ee a " 
ii 4 as le sii 
| office management 
° s ; . 
, a = — oe 
« ey a : | | : ; 
ee 
/ ; ; 
ee 
: peviea agd - ; * - 
_ Office 
| management 
epee > lS. ¢ 
i Ai FA So.” 
me +» es 
. a 
| : 4 
S a 
ess » \ 
F ry, \s, DP ‘ 
| AARP 
Nils. SO 
1d i. 2 ad 
, — - er ail 
eg | il Sa | 2 i4 | i ee 
i: Sane a a er a a ee «= ae ~ tag Se Pod > ee 


Books and Pamphlets 
(Continued from page 14) 


number ot papers on various aspects 
ot microfilming. It is priced at §2 
and is available from the Association. 

The Recording & Statistical Corp., 
100 Sixth Ave., New York 13, N. Y., 
has printed a booklet entitled Bring 
Your Figures Up to Date, which de- 
scribes the statistical services offered by 
that organization. These include pay- 
roll accounting, accounts receivable, ac- 
counts payable, inventory control, sales 
analyses, market research, labor studies, 
personnel studies, and other services. 
The company also has offices in Boston, 
Chicago, Detroit, Montreal, and To- 
ronto. 

Parsons Paper Co., Holyoke, Mass., 
manufacturer of ledger and bond pa- 
pers, and index-bristols, made of new 
cotton fibers, will send on request a 
booklet, How to Get What You Need 
in Record Keeping Papers and Index 
Cards, in which is featured, in addition 
to much information on the subject of 
othce papers, an article on “How Long 
to Keep Records.” The tables on file 
retention periods are from a_ useful 
booklet published by Bankers Box Co., 
Chicago. 

Manufacturers’ Catalogs 
Payroll System 

The S-K Forms Co., 1619 Walnut 
St., Philadelphia 3, has issued a four- 
page folder describing its S-K 301 pay- 
roll system. The system is prepared 
in four versions, for offices with 25, 
50, 100, or 200 employees. The folder 
lists prices for these four versions, in- 
cluding prices of components. 


People in the News 


MATTHEW E. MEEK has _ been 
named assistant to the president of 
Underwood Corp., it was recently an- 
nounced by President L. C. Stowell. 
Mr. Meek joined Underwood in 1949, 
shortly after his graduation from Yale. 


K. CAMPBELL DALGLISH has been 
elected president of Pitney-Bowes of 
Canada, Ltd., succeeding Walter H. 
Wheeler, Jr., who has been elected to 
the newly created office of chairman 
of the board. Mr. Dalglish has been 
with the company since 1925, advance 
ing to the branch managership at Tor 
onto in 1935 and to the post of vice 
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th PAYS To PICK 
PARSONS PAPERS 


For your stationery and documents Parsons offers seven 


different types of fine paper, all made with new 


cotton fibers. These papers will project the prestige and fine 


character of your business or profession to whoever 


receives them... Send for your free copy 


of Lester Beall’s prize-winning 


letterhead portfolio titled “How to 


Design a Letterhead.” You'll 


find it interesting and helpful. 


Write today to Dept. 5C. 


PARSONS PAPER 
Company 
H Mardpedans tts 
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president and general manager in 
1941. 


GERARD E, VENEMAN has been 
promoted to the position of general 
sales manager of the Nekoosa-Edwards 
Co., Port Edwards, Wisc., according 
to an announcement by President John 
E. Alexander. 

Mr. Alexander also announced that 
A. C. Remley, vice president in charge 
of sales, will continue as head of the 
company’s sales department, and that 
C. A. Schiebler will continue as assistant 
general sales manager, while L. A. 
Gardiner will remain as assistant sales 
manager. 


STRATOLINER 
Seria 
e BY 
ORNA-METAL 


a neur deacqn concept in milal office furnitine 


CHARLES S. KERNAGHAN has 
resigned from his position as the vice 
president in charge of sales with the 
Waterman Pen Co., Inc., it was an- 
nounced by President Frank D, Water- 
man. Mr. Kernaghan had been with 
the company for the last twelve years. 


MICHAEL A, C. HUME has joined 
the management controls department 
of the New York office of Peat, Mar- 
wick, Mitchell & Co., according to an 
announcement from Frank Wallace, 
partner in charge of that department. 
Mr. Hume has specialized in manage- 
ment controls and systems work for 
the last eight years. 


the 


; Sistinct rein steel o ! 
beausiful . . . truly contemporary. Smart and 


| 


‘in keeping with today's, and tomorrow's, modern trend. 
color-coordinated to harmonize with any interior 


OFFICE MANAGEMENT 


Coming Events 


Office Management Association 
ot Chicago 
Mar. 8-11 

1954 OMAC Business Show 
Conrad Hilton Hotel, Chicago 
. 

American Management Association 
Mar. 9-12 

General Management Conference 

Fairmont Hotel, San Francisco 


a 
American Management Association 
Mar. 18-19 
Special! Conference on Employee 
Benefits 
Hotel Roosevelt, New York 
& 


National Association of 
Cost Accountants 
Apr. 20-23 
Seventh Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
6 
1954 Industrial Health Conference 
Apr. 26-30 
Hotel Sherman, Chicago 
e 
National Office Furniture 
Association 
May 8-11 
1954 Convention 
Hotel Sherman, Chicago 
& 
National Office Management 
Association 
May 23-27 
Thirty-Fifth International Conference 
Annual Office Machinery 
and Equipment Exposition 
Kiel Auditorium, St. Louis 
& 
American Management Association 
May 24-26 
Insurance Conference 
Hotel Statler, New York 
Life Office Management 
Association 
Sept. 27-29 
1954 Annual Conference 
Shoreham Hotel, Washington 
= 
Office Executives Association 
of New York 
Sept. 27-Oct. 1 
Golden Jubilee National 
Business Show 
6%h and 71st Regiment Armories 


New York 


March, 1954 
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A desk file which is really a 
It saves time for the filing comepente corte 


Smead's Correspondence Sorter should Smead’s Tumble Head Celluloided index is 

be on every desk... It permits instant _ printed on both sides for sorting. 

identification for filing and finding cor- This allows quick reference as index is visible 

respondence. It keeps correspondence from both sides. 

confidential for signature. It keeps NSTRUCTION 

— sorted during: Stee ise. Cam See pat: cloth pha embossed cloth covers — 

immediate reference. Black fibre leaves — Celluloided index— 
The Correspondence Sorter has an expansion 

At the end of the day, papers are sorted capacity of over 20 inches, 

and indexed ready for the filing depart- Furnished in letter and legal sizes — indexed 
A to Z and 1 to 3}. 


cE MANUFACTORING C0, N.-HASTINGS, MIESOTA, 
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rants FOR SALE BY STATIONERY STORES EVERYWHERE 


PRINTED IN US A 
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2aviP your office With sh’, viens 


“IT GROWS AS NEEDED” = 


*ILLUSTRATED 

THE ALPHABET- 
ICAL WAY. READS 
LIKE A BOOK 


eS GeF>> EFT To RIGHT. 
—— a, Vy an 
SMEAD’s ~< WY 


TELL-I-VISION SYSTEMS 


FILES CORRESPONDENCE 5 WAYS 
ALPHABETICALLY 


NUMERICALLY 
GEOGRAPHICALLY 
CHRONOLOGICALLY 
OR BY SUBJECT 


Let us discuss your filing problems with you. 


THE Sinead MANurActUuRING C0.,1NC.-HASTINGS, MINNESOTA 
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Association News 


THE CONTROLLERS INSTITUTE 
OF AMERICA will hold its Eastern 
Spring Conference at the Sheraton 
Park Hotel, Washington, March 21st 
to 23rd. Wayland S. Bowser, control- 
ler of the Blaw-Knox Co., Pittsburgh, 
will serve as moderator of a panel dis 
cussion of “fringe benefits.” The Con 
ference will also study taxation, securi 
ties and exchange regulation, the Fed 
eral budget, renegotiation, and execu 
tive compensation, 


THE OFFICE EXECUTIVES AS 
SOCIATION of New York heard 
Sidney W. Koran, personnel manager 
of United Merchants & Manufacturers, 
Inc., discuss “Reducing Turnover 
Through Selection and Orientation of 
New Employees,” at the luncheon 
meeting held on February 3rd at the 
Masonic Club in New York. 

At the dinner meeting on February 
17th, the OEA heard a speech on “Mov 
ing Ahead in Management,” by Ster- 
ling W. Mudge, supervisor of training 
for the Socony-Vacuum Oil Co., Inc. 
The dinner was held at the Hotel 
Belmont Plaza. 


THE RECORDS MANAGEMENT 
ASSOCIATION OF NEW YORK 
met on February 8th at 3 West 51st 
St., and heard a discussion on the sub- 
ject, “The Relationship of Forms Con 
trol to the Records Management Pro 
gram.” The speaker was Jack Lilien- 
feld, chief of the Forms Control and 
Records Service Divisions, Department 
of Records, City of Philadelphia. 


THE INDUSTRIAL DESIGNERS’ 
INSTITUTE has announced that the 
executive committee of its New York 
Chapter has elected Jens Risom to be 
chairman for 1954, succeeding Robert 
L. Gruen. Other new officers are: 
Scott Wilson, of Wilson & Foord, vice 
chairman; Reta Shacknove, of Ferris 
& Shacknove, secretary; and Robert 
McKean, treasurer. The new chairman 
is president of Jens Risom Design, Inc., 
of New York. 


THE NEWARK CHAPTER of the 
National Office Management Associa- 
tion met at the Military Park Hotel, 
Newark, N. J., on January 21st. The 
guest speaker was W. Miller Bennett, 
former NOMA president, who dis- 
cussed “The Office Manager’s Place in 
the Corporate Set-Up.” 
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OFFICE MANAGEMENT 


THE TRANSCRIPTION SUPER- 
VISORS’ ASSOCIATION of New 


York met at Whyte’s Restaurant on 
January Ilth. The speaker of the 
evening was Mrs. Pearl Lowery, chair 
man of the State Education and Voca 
tions Committee, who was assisted by 
Miss Dorothy Warren, director of the 
New York House and School of In 
dustry. 

Mrs. Lowery spoke of the problems 
confronting the maturing woman in 
business and the means of overcoming 
these problems. Miss Warren described 
the training program developed by the 
House of Industry to help older women 
who have not worked for some years to 


regain office skills. 


LOOKS MAKE SOME DIFFERENCE 


When you want to attract atten- 
tion — and interest — good looks 
count. 

If your duplicating machine 
has been turning out dim, 
smeared or sloppy work, you may 
be having paper trouble — here’s 
a suggestion. 

There’s an Eastern pus es- 
pecially engineered for the type of 
machine you have. That means it 
has the best finish, the proper 
bulk, the exact amount of sizing 
necessary to produce clear, clean, 
sharp impressions all the way 
through the run. 


THE OFFICE MANAGEMENT AS- 
SOCIATION OF CHICAGO. sched- 
uled an interesting experiment for its 
January 21st meeting at the La Salle 
Hotel. Instead of presenting a featured 
speaker, OMAC set up a number o 
discussion groups, with a limit of 25 


= 


set on the number of participants in 
any one group, The discussion subjects 
were “Smoking in the Office,” “Rest 
Periods,” and “Absenteeism.” The dis- 
cussions were set for the period between 
5:30 and 7:00 o'clock, and were fol 
lowed by dinner and entertainment. 
This meeting also was OMAC’s an 
nual Past-Presidents night, at which 
former presidents were honored for 
contributions to OMAC. 


a 


- — 


Next time use the special paper 
Eastern makes for your machine. 
Any of the following papers will 

rove our point — result in good 
ooks — and looks make some 
difference: 


Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 


For sample sheets or packets 
ask your local Eastern paper 
merchant or write Eastern Cor- 
poration, Bangor, Maine. 


ysd 
ATLANTIC BOND 


tastiee 


Wits PAPER 


MADE BY EASTERN CORPORATION - BANGOR, MAINE 
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Bigelow’s Cushionlok Carpet 
absorbs up to 90% of floor 
noise! Deadens echoed 
sound as well! 


Cushionlok is a handsome, durable carpet 
designed by Bigelow to absorb floor noise and 
deaden reverberated sounds. Ithassuch a high 
sound-absorption coefficient that any other 
acoustical treatment is hardly ever necessary . 


Cushionlok is easy to install! 


No need to lose a minute’s work time, for 
Cushionlok goes down as business goes on. 
It has its own built-in cushion lining. It can 
be cut, pieced and relaid at any time. 


Cushionlok saves over 73% 
in maintenance costs! 


Statistics show that a professional cleaning. 
job on Cushionlok costs only 16¢ per sq. ft. 
per year, whereas hard-surface floor cover- 
ings cost about 60¢ per sq. ft. per year. 


Send for your sample of Bigelow Cushionlok, 
today. See for yourself what a really good buy 
you get with Cushionlok. So handsome — yet so 
practical for offices, stores, showrooms, hotels or 
any place where there’s noise and traffic. Write 
on your business stationery to Dept. AA, 140 
Madison Avenue, New York 16, N. Y. 


*REG. U.S. PAT. OFF 


Bigelow 
Cushionlok Carpet 


For Better Acoustics 
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A. Devaney. Inc., 


The laboratory approach 


THE ADVANCE of the American factory to its present high efhiciency has 
been paralleled by a similar advance on the part of the American office. But 
there are many thoughtful persons who feel that the advance which the office 
has made has been made the harder way, in that se many offices still neglect 
a laboratory approach to their problems. 

Factory management years ago developed a healthy respect for scientifically 
controlled experimentation for the development of methods and products, The 
man in the laboratory coat has come to be as much a symbol in the factory 
field as he is in the medical profession. His counterpart in the office is far 
too often some person or persons untrained in scientific analysis and synthesis, 
and working on a principle that is little more than crude trial and error. 

Factory mistakes can be very much more costly than office mistakes, but 
that should not excuse lack of truly scientific consideration of office problems. 
The best brains and the best experience procurable should be assigned to the 
task of checking, criticizing, ard suggesting, and this task should be a con- 
tinuing one, rather than one embarked upon only when some kind of emer 
gency arises. 

In office management today, we have the brains and the experience wanted 
for this task, but they are so often not assigned to it, or go into action only 
when something goes wrong! This business of keeping a constant check on 
methods and materials, of gathering and assaying data, and of testing con- 
clusions is no minor job to be left to the amateur! 
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Part I: 


A REVOLUTIONARY “common language” data process- 
ing system, which records all data at the point of origin, 
and makes it automatically self-perpetuating through all 
subsequent processing, was demonstrated by United States 
Steel Corporation at a special American Management Asso- 
ciation conference held in New York February 25-26. 

The system developed by United States Steel is based on 
a five-channel punched tape, to which all clerical operations 
throughout the company are keyed. Personnel are needed 
to make the original recording of data, but from that point 
on subsequent processing is handled mechanically, through 
combination of typewriters, calculators, and other office ma- 
chines with automatic and electronic machines, 

The special conference, which was held at the Astor Hotel 
in New York, featured five speakers from U.S. Steel, who 
discussed the overall theory on which the corporation has 
built its new program, and specific applications of the pro- 
gram. Following the presentations, closed circuit television 
was used for the first time at an A.M.A. conference to dem- 
onstrate the machines described by the speakers at work on 
repetitive routines involved in common office procedures. 

First-day speakers, all of whom were from the Methods 
Planning Division of United States Steel, were: H. F. van 
Gorder, division director, whose subject was, “What Is Inte 
grated Data Processing?”; H. W. Moore, staff assistant, who 
spoke on “Data Origination”; James Thomson, staff assis- 
tant, who discussed “Data Calculation and Distribution”; 


U.S. Steel sets up automatic office 


The editors of Office Management 
feel that the special AMA conference in 
which speakers from the United States 
Steel Corporation outlined the way rep- 
etitive office processes have been mech- 
anized in that company was so important 
that unusually extensive coverage of the 
entire conference has been given. This 
instalment covers the papers presented 
by the first two speakers, Mr. van Gorder 
and Mr. Moore. The April issue of the 
magazine will cover the talks of the 
last three speakers on the program. 

The editors wish also to thank officials 
of the United States Steel Corporation 
and the American Management Associa- 
tion for the cooperation which has made 
it possible to present this report to our 
readers so soon after the close of the 
conference. 
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and L, W. Calkins, research engineer, who talked on “Con- 
version and High Speed Processing.” R. W. Baridon, su- 
pervisor of communications for the United States Steel 
Methods Planning Division, discussed “Accurate, Fast Com- 
munications” on the second day of the meeting. 

Exhibit slides were shown on a screen at various points 
in the talks to illustrate machines or processes described by 
the speakers. Mr. van Gorder, opening the program, de 
scribed the basic concept on which United States Stee] has 
built its entire program of handling recurring paper work 
with the greatest possible accuracy, and at the least possible 
cost. An abstract of his talk follows: 

Integrated Data Processing 

Integrated Data Processing is actually a fundamental in 
itself. It came into being because the solution to a basic 
problem was so obvious. 

Business requires the recording and processing of data 
pertinent to procurement, to manufacture, and to the sale 
of its products. 

These business requirements are increasing in volume and 
complexity, and simultaneously the lapse of time between 
events and the necessity for logical decisions based on these 
events is narrowing. 

Our problem then is to meet these data processing re 
quirements in a comprehensive and timely manner. 

The solution is obvious when it is remembered that all 
data have their beginning, their day, hour, or minute ot 
birth. Why not record these data automatically or manu 
ally at the time and place of birth on devices which pre 
serve the data in mechanical form? This being done, re- 
quire that all subsequent processing of these data be per 
formed and preserved in mechanical form. 

There are three points of difference in this from the con 
ventional approach: 


1. Original data are recorded at their point of origin in 
a mechanical form. 

2. Once in mechanical form, data are processed exclu 
sively in a mechanical manner. 

3. All processing of data is integrated so that original 
data in mechanical form serves all subsequent applications. 

To accomplish this, we must use available office machines 
in a comprehensive yet selective fashion. 

This in turn requires a basic compatibility between dif- 
ferent type of machines and machines of different manu 
facturers. A common language is required to transfer raw 
data mechanically between the various types of machines. 

We have selected the five channel punched communica 
tion code for this purpose. 

(Exhibit 1 was shown on the screen at the conference at 
this point.) 


The common language of the office machine heretofore 
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INTEGRATED 
DATA PROCESSING 


THROUGH 
COMMON LANGUAGE MACHINES 


FIVE CHANNEL PUNCHED TAPE 
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Exhibit 1 


has been the operator who provides the link between ma 
chine and data. Five hole punched tape now becomes a 
common language link between original recording and all 
subsequent data handling. The human link between data 
and machines is now restricted to the original recording of 
original data. 


Five channel tape is punched in uniform communications 
code. Office machines now using the same code include 
production recorders, adding machines, bookkeeping ma 
chines, typewriters, calculators, tape to punched card, 
punched card to tape, and high speed data processing equip 
ment, 

“Open” or “blank” codes are flexible for functional pur 
poses such as stop — carriage return — line feed — plus 
minus — tabulate, etc. This code has always been standard 
on our telegraph systems and requires no revision or adjust- 
ment in either communication or office machines using five 
channel tape. 

Our concept of using this punched tape common language 
link between original data and subsequent data processing 
is: 

1. Record data at the point of origin on office machines 
which create punched tapes or cards as the automatic by 
product of the recording operation. 

2. Process original and subsequent data on office ma 
chines which read and punch tapes or cards, so that: 


All data is self-perpetuating 


This concept is the basic fundamental of Integrated Data 
Processing through Common Language machines. Its pur- 
pose: to put dynamic life into data at its inception. Its use: 
self-perpetuation of data during the useful life of those data. 

Studies have shown that the large majority of manual 


operations in an office result from repetitive entry of the 
same data. 


So we have emphasized mechanization of repetitive data. 
This required the creation of a mechanized form of data 
such as the punched card, and the necessity to have these 
mechanized data in a common form or language which 
could be understood by all machines, including the punched 
card variety. 
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Exhibit 3 


Five channel punched tape was chosen becasue it was 
serving the communications field, and because communica 
tion is an important factor in both centralized and de 
centralized data processing. 

Let’s define “common language.” Common language in 
Integrated Data Processing has the following qualities and 
abilities: 

It is a recording medium that (a) comprehends the 26 
letters of the alphabet, the ten decimal digits, and a mini- 
mum of special characters and functions; (b) has the ability 
to directly mechanize the transfer of raw data between of- 
fice and communication machines manufactured by differ- 
ent suppliers. 

In distinction, the “native language” of office machines 
are all mechanized or non-mechanized recording or transfer 
media other than “common language.” (To next page) 
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INTEGRATED DATA PROCESSING 


THROUGH 


COMMON LANGUAGE MACHINES 


SSRSEET 
RECORD DATA AT THE POINT OF ORIGIN OW OFFICE 


MACHINES WHICH CREATE PUNCHED TAPES OF CanDs 
AS THE AUTOMATIC BY-PRODUCT OF THE RECORDING 
OPptaaTion 


@ PROCESS OMIGIMAL AND SUBSEQUENT DATA Ow OFFICE 
MACHINES WHICH READ AND PUNCH TAPES OR CAWDS 


SO THAT 
“ALL DATA 1S SELF PERPETUATING” 
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Five channel punched tape is of course a serial or con- 
tinuous form of record, In order to provide for a unit type 
record, we have also incorporated the five channel punched 
code into a unit card record by punching the code along 
the edges of the cards, 

To summarize: Imegrated Data Processing common lan- 
guage is the five channel tape or edge punched card. Na 
tive languages are punched tapes other than five channel: 
punched cards, magnetic tapes, gears, levers, dials, etc. 

(Exhibit 2 was shown here at the conference.) 

What are some of the logical steps in establishing inte 
grated data processing through common language ma 
chines? A review of the machines and functions of the 
clerical process will prove helpful, 

Shown here is a conveyor line made of the common lan 
guage punched tape. The functions of the clerical process 
are progressive stations along the conveyor representing 


logical entities of clerical operations. Below each function 
is a list of the common language office machines previously 
discussed. 

(Here Mr. van Gorder discussed, with slide diagrams, 
processing of data in the areas of sales, production and pur- 
chasing. (Exhibit 3 shows the purchasing process.) 

Now, in conclusion, what are the logical steps which we 
follow in establishing Integrated Data Processing through 
Common Language Machines? 

No attempt can be made to provide detailed instructions 
which could have universal utility. However, the method 
of application shown here is the basis for our detailed plan- 
ning. 

1. Appoint a coordinator for Integrated Data Processing. 

2. Prepare a master chart of the clerical processes, de- 
fining: (a) Major functions within the fundamental clerical 
processes of Sales, Production, and Purchasing; (b) Data 
received, originated, and produced by each function. 

3. Establish two basic rules: (a) Record data at point 
of origin on office machines which create five channel 
punched tapes or tabulating cards as the automatic by-prod- 
uct of the recording operation; (b) Perpetuate original and 
subsequent data by means of office machines which read 
and punch tapes or cards. 

4. Select the functions which are to be mechanized in 
the current year. 

5. Mechanize the selected functions within the frame- 
work of rules 3a and 3b. 

6. Plan the mechanization of all remaining functions in 
sequence from the beginning to the ending functions. 

7. Mechanize these remaining functions in sequence and 
within the framework of rules 3a and 3b. 

Following the morning session at which Mr. van Gorder 
spoke, a panel discussion on his talk was led by James M. 
Kalbach, Jr., of E. I. duPont de Nemours & Co., Inc., Har 
old Price, of Price Waterhouse & Co.; and John Walrath, 
of the General Electric Co. 

Data Origination 

At the afternoon session, H. W. Moore spoke on “Data 

Origination.” A digest of his remarks follows: 


Automatic office machines have been 
available for some time, but their scope 
has been limited because each machine 
had to be set in operation and receive 
the information from which it worked 


machine in sequence, and also give 
that machine the necessary directions 
to perform whatever work is required 
to process the data one step further. 


machines, converters are available, 
through which five channel punched 
paper tape can feed its information 


to six, seven, or even eight level 


—the data it was to process—from a 
human operator. There was no con- 
tinuous, automatic flow of facts, sta- 
tistics, figures from one machine to 
another. 

United States Steel, through its pro- 
ject in streamlining office operations, 
has changed that by use of a “common 
language” which channels information 
directly from machine to machine. As 
one machine is fed data it simultane- 
ously performs whatever its function 
is on those data, and also records the 
original data and its processing of those 
data on a punched tape which can 
transmit the information to the next 
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This is accomplished by means of a 
five channel punched paper tape which 
can record both numbers and figures as 
well as simple directions in code form. 
This tape, punched by each machine in 
sequence, thus goes on to feed infor- 
mation to the next machine. 

Thus United States Steel has devel- 
oped a system under which information 
is channeled from the simplest of auto- 
matic machines to the most elaborate 
with a minimum of human operations. 

A few of the most elaborate office 
machines cannot be directly activated 
by the “common language” used for 
the majority, the five channel punched 
paper tape. For these more complicated 


OFFICE MANAGEMENT 


punched tape, or to punched cards. 
Ultimately, there are converters which 
will take information from punched 
cards (information already converted 
from punched tape to punched cards), 
and transfer it to magnetic tape. Then, 
the information basically entered on 
such a simple machine as a typewriter 
or adding machine which—while per- 
forming its function in the chain— 
also started the data on its automatic 
path by punching a paper tape, may 
ultimately enter, still automatically, 
into the calculations of the electronic 


computer. 
This is the automatic office as it is 
actually being developed today. 
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INTEGRATED DATA PROCESSING 


THROUGH 
COMMON LANGUAGE MACHINES 
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Exhibit 4 


Very few mechanical systems are sufficiently flexible to 
permit complete clerical processing of the functions in 
volved in Sales, Production, and Purchase. Usually, we are 
forced into using several different types of machines in the 
various phases of our clerical operations. This indicates 
then that we are manually transcribing data into each of 
the processes. With the Integrated Data Processing concept, 
the transcription of data wil! be automatic with a higher 
degree of accuracy and control. It is stated that to attain 
a greater use and facility over all data, we must: 

1. Record data at the point of origin on office machines 
which create punched cards or tapes as the automatic by 
product of the recording operation. 

2. Process original and subsequent data on office ma 
chines which read and punch tapes or cards so that all data 
are self-perpetuated. 

This is the basic fundamental of Integrated Data Process- 
ing through Common Language Machines. 

My responsibility today lies primarily with recording of 
data at the point of origin. 

The common language machines which I will discuss: 
Adding machines. 

Production recorders. 
Typewriters. 
Bookkeeping machines. 
Cash register units. 


l 
2 
3 
x 
Se 

6. Communication machines. 

(Here Exhibit 4 was shown.) 

How does the adding machine fit into the picture as an 
originaling machine? 

A conventional adding machine can be connected with 
a tape punch. Codes representing the digits 0 to 9 and re- 
quired control are punched into a tape by the punch simul- 
taneously with operation of the machine. For instance, if 
the numerical nine key is depressed on the keyboard, holes 
representing the code for number nine will be punched into 
the tape. 

The tape will be fed through the reader on a machine of 
another design in a succeeding operation. It provides the 
linkage between the two machines. 
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THROUGH 
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ADDING MACHINE TAPE 


BY PIECES 


Exhibit 5 


In punching the tape, there must be specific codes that 
cause subsequent machines to perform certain functions. 
Most prominent of these functions are; tabulate, stop, and 
carriage return. 

In addition to the standard keyboard, a void key is re 
quired to void the codes that have been punched into the 
tape in error. 

The standard non-add key will be used as the descriptive 
key. It is descriptive in the sense that it can be used for 
identification purposes, such as order number, invoice num 
ber, size, etc. 

(Here Exhibit 5 was shown at the conterence.) 

Shown is a representation of recording production in a 
steel mill. With slight modifications or variations, it might 
be used in any other type of operation, 

Let's assume then that the first number shown on the 
printed tape in the illustration is the order number; the 
second, the code identifying the product; third, equipment 
number on which material is being produced at this stage; 
and fourth, its size. These data are probably taken from the 
original order, and all of them are descriptive in nature. 
As a result, these are non-add data, and are identified as 
such by the non-add symbol, 

Now the recording of the production is about to start. In 
the illustration, the individual weights of the pieces are 
recorded as they pass over the equipment, then, the total of 
the production for the order is taken. 

The four elements and the total are data that are essen- 
tial in subsequent operations of an integrated data process 
ing system. Individual piece weight is required only on the 
printed tape for reference purposes. 

In addition to the four elements and the total that have 
been punched into the tape, control codes are interspersed 
which direct machines in succeeding operations to perform 
certain functions. 

Let’s follow through on a succeeding operation which 
we will assume involves a bookkeeping machine. The 
punched tape produced on the adding machine is processed 
through the reader on a bookkeeping machine. The codes 
(To page 40) 
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Today, office managers 
must let go of the 
tendency to do things 
themselves, start getting 
things done through 
others. 


The office manager's come a long way to date 


Where does he go from here? 
by Alfred H. Dorstewitz 


President, Office Management Association of Chicago 


(This article is based on excerpts from a speech given by Mr. Dor- 

stewitz at the Office Management Conference sponsored by the Uni- 

versity of Illinois last fall, during the 25th Anniversary Year of the 
Office Management Association of Chicago.) 


THERE WAS A TIME when business meant one-man 
management, when there were few corporations, no hold 
ing companies, no syndicates. Men like Vanderbilt, Rocke 
feller, Ford, Cyrus McCormick did the whole management 
job themselves, acting as Sales Managers, Production Mana 
gers, Clerical Managers, Engineers, and even scientists. 

Business grew until it was no longer possible for this 
one man to handle everything, so he chose another person 
to help him and delegated the inside office work to this 
new employee. It was his duty to handle the books of ac 
count, employment problems, purchase of equipment, sys 
tems, payroll, ete. This begins the story of the Office Mana- 
ger, who was not known by that title, but mostly as Chief 
Clerk or “right-hand-man.” 

As business continued to expand, it became in turn im 
possible for the “right-hand-man” to continue handling all 
the details of these various duties, so departments under 
supervisors who would report to him were created, It be- 
came his prime duty to coordinate these departments into 
a smooth running efficient office. He was given the title of 
Office Manager and made part of management. He had 


gained recognition as a leader, and now authority, compen- 
sation, and a voice in top management were his. 

To understand what is expected of the office manager, we 
must know what the profession is today, 

Office management today is a science, a science of coordi- 
nation of certain clerical facets of business. It is an art, an 
art of getting the most out of people, systems, equipment, 
money, space; an art of delegation and follow-through. 

Today, we look on Office Management as Business Ad- 
ministration, and it is a growing trend to call this Adminis- 
trative Management. 

Today, an office manager can't do all the phases of office 
management himself. He must segregate the important 
branches, such as Physical — Personnel —- Service — Mone- 
tary, and working through others, coordinate the entire op- 
eration. 

As a specialist rises from direct producer to manager he 
must let go of his tendency to do things himself and start 
getting things done through others. The difficulty of shift- 
ing one’s emhpasis from personal production to the pro- 
duction of others is great. It is a vital shift, however, and 
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the ease and completeness with which it is made is one of 
the criteria of management effectiveness. 

The office management profession must be defined then 
as administrative and must hold the authority that goes 
with executive management. 

So, let’s make the profession mean something. Let’s think 
of office management as an art or a science that requires 
top level individuals who are capable of the authority that 
should be vested in them. 

As I see it, there are four general fields of activity for 
raising the level of the Office Management profession, and 
they are: 


1. What can management or business do? 
2. What can the office manager do? 

3. What can colleges or universities do? 
4. What can associations do? 


Let’s take the first—what can management or business do 
to help you? 

1. They can make the title mean something by consider 
ing office management as executive management. 

2. By elevating their thoughts and requirements of an 
office manager, they can justify higher salaries and can there 
fore demand a higher calibre of person. 

3. Distinguish between a manager and a worker, bear 
ing in mind that an employee who is so busy with routine 
clerical duties that he has no time to see what is going on 
in the office cannot possibly do a good job of managing. 

4. Give him the authority that is so necessary to be an 
office manager, 

5. Business should demand that the office manager keep 
abreast of new ideas in his field by meeting others in the 
same capacity, through association work. He should visit 
other ofhces, to see how they handle their problems. 

6. Business should send him to conferences, equipment 
shows, methods clinics. 

7. Management should be sure that he is receiving all 
necessary publications that have reference to his field of 
work. 


8. Management should request that he continually ex- 
pand his understanding of the business so that when he is 
needed at a higher level, he will be ready to fill the bill. 

9. It should expect him to be a student of human re 
lations—one who understands people, one who knows how 
to make people work together, and one whom the people 
respect and for whom they will extend their efforts, 

10. Business should quit trying to make a “silk purse 
out of a sow’s ear.” If the man is not a real Office Manager, 
it should get one who is. 

Now, let's look at the office manager himself. What can 
he do to raise his level? Managers must realize that only 
through their own efforts will management automatically 
raise its sights on our important profession, 

1. Be an office manager. If you hold that title and are 
not part of top management, you are not an office manager. 

2. Dress like an executive. 

3. Set an example for those you manage—people don't 
grow up, they mimic their supervisors. 

4. Be a leader—deserve recognition. 

5. Observe—a good manager knows what is going on at 
all times. He sees the things that need to be done and calls 
them to the attention of the person who is responsible, and 
then follows up to see that they are done. 

6. Be human; know your people and understand why 
each individual reacts differently. 

7. Educate yourself in every possible way so that you are 
cognizant of the newest methods, systems, equipment, ideas, 
shortcuts. 

8. Observe what other offices are doing. 

9. Set your sights to be an administrator, and then make 
business recognize you because of your accomplishment. 

What can colleges or universities do to raise the level? 
A great deal has been done by higher education, but much 
more can be done to heip the profession. They can: 

1. Make it a certificate or degree course. 

2. Set their sights to Administrative Management. 

(To page 78) 


In yesterday’s offices, the “chief clerk” or “right-hand-man” performed the managerial 
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function, but today office management is reaching the administrative level. 
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Building Service Planning Council aids in 


ONE OF the unhappier consequences of a “boom and bust” 
cycle, or even a “prosperity and recession” cycle is that most 
companies make their heavy capital investments in the 
boom phase when costs are exorbitantly high, and then 
suffer additional penalties beyond normal loss of income 
during the bust phase because of high amortization rates 
stemming from the original heavy outlay. 

If excessively high maintenance costs are added, it can 
often prove a crippling burden to the company owning 
the property. 

This was in the last depression particularly true of office 
buildings, built in the boom of the ‘twenties. During the 
depression that began in 1929, operating expenses of the 
office buildings constructed during the boom days dropped 
only 13.5 per cent, but net income dropped 65 per cent. 
These were average figures so, obviously, the buildings that 
were the least economical to operate, or that were least 
attractive to tenants able to pick and choose office space, 
were even more seriously handicapped — handicapped so 
severely that 50 per cent of the office buildings in the United 
States were forced through receivership during the worst 
period of the '29 depression. 

This is a problem that confronts every company planning 
to build its own office building, and rent some space to 
tenants. Yet the average company, contemplating construc- 
tion of its own headquarters for the first time, has no per- 
sonnel with an extensive knowledge of building management 
or building planning. Its procedure is to employ an archi- 
tect, and turn major responsibility over to him. 

This is, of course, the only procedure possible—but it is 
not necessarily the entire procedure, After all, the office 
buildings that went through receivership during the great 
depression were all designed by competent architects. The 
architect’s role is to design a good building, adapted as 
closely as possible to the special needs and requirements of 
the owner. But if the owner himself is inexperienced as a 
building manager, costly mistakes and errors can be made 
in the design of the building—mistakes and errors which 
not only increase initial cost, but also burden the mainte- 
nance of the building throughout its life. 

It is to guard against this situation that the Building 
Planging Service Council of the National Association of 
Building Owners and Managers was created in 1924. Its 
function is to serve as an advisory group to architects and 
building owners in the planning stages of a new building, 
with emphasis on making the completed building function 
as economically and efficiently as possible. 

This is not an invasion of the domain of the architect, 
although it may seem so at first glance. An architect's as- 
signment is to design an efficient and workable building; 
it is not necessarily to create a “depression-proof” building; 
often the architect’s experience would not enable him to do 
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Making buildings recession-proof 


so. For example, one of the many items which can affect 
a building’s maintenance costs very sharply is the way the 
heating lines are laid down. Most buildings which rent 
same space to tenants and are not completely ow ner-occu- 
pied will have some tenants who either regularly or occa- 
sionally work at night. In the average building, those par- 
ticular tenants could be given heat only by keeping the 
entire building heated, whereas, if the possibility of having 
to keep individual offices heated is taken into consideration 
in the planning stages of building design, it is possible to 
incorporate a special steam line from which connections may 
be made into those offices requiring heat after normal work- 
ing hours. 

Anticipating specialized needs of individual tenants is not 
the concern of the architect, and would not necessarily be 
taken into consideration by the company which has never 
before constructed a building, but it is exactly the field in 
which the Building Planning Service Council operates so 
efficiently. Similarly, thinking in terms not of the building 
on its opening day, but of the building as an entity that 
must run efficiently and economically over a twenty-to-thirty 
year period, no matter what happens in the general econ- 
omic picture, the Council may advise architect and owner 
to so arrange elevator banks that a portion of the elevators 
can be shut down in times of low tenancy without affecting 
essential service, to avoid excessive use of bright metals in 
building decoration, with their consequent high incidence 
of maintenance costs, etc. 

Serying in this fashion the council has been responsible 
for reviewing plans of such outstandingly successful office 
buildings as the Chrysler Building and Salmon Tower in 
New York, the Penebscot Building in Detroit, the Board 
of Trade, Field, LaSalle, Wacker, and Hartman Buildings 
in Chicago, and the Wenzlick Tower in St. Louis, Among 
its more recent jobs have been a review of plans for the 
Mutual Life Insurance Company Building, and the Dun 
and Bradstreet Building in New York, and the Gateway 
Buildings erected by City Investing Company and Equitable 
Life Assurance Society in Pittsburgh. 

When the National Association of Building Owners and 
Managers learns of pians being drawn for a new office build- 
ing somewhere in the country, the organization gets in touch 
with the company planning to construct the building and 
informs it of the service available through the Building 
Planning Service Council. Assuming that the owner is 
interested in the services of the council’s experts, a review 
committee is formed by the Council. 

This committee is individually created in each case for the 
particular building being considered, and consists of five 
to eight members of the association chosen from those who 
have had particular experience with the type of building 
under consideration. An effort is always made to have one 
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of these members come from the city in which the building 
is to be constructed. 

Each committee member is sent a set of plans for the 
building, a detailed, overall description of the area in which 
it 1s to be built, and an outline of what the owner expects 
tenancy and approximate rentals to be. 

The various members of the committee review all this 
material in their own offices, and then converge on the city 
where the projected building is to be constructed. There, 
they work as a group in consultation with the building archi- 
tects, the owner, and the contractors. Every phase of the 
plans for the new building’ is scrutinized and investigated 
on the basis of the suggestions the committee members have 
to offer. Possibly the architect has placed two banks of ele- 
vators back to back, as he did in one New York building. 
This would necessitate two elevator starters, whereas, if the 
two banks of elevators are placed facing each other, one 
starter could serve both groups. 

One major New York building was planned completely 
before being reviewed by the committee. After the commit- 
tee had studied the plans, and had met as a group with the 
architects and the company planning the building, the core 
of the structure was entirely redesigned to make the build 
ing serve the specific purposes for which the owning com- 
pany needed it better and more efficiently. One instance of 
changes made: The architects had planned a conventional 
elevator installation suitable for a general purpose office 
building with a multitude of individual tenants, But actu 
ally one company occupying several floors of a building will 
obviously create more interfloor trafic than would several 
unrelated tenants. The solution here was to replace some 
of the elevators planned with escalators between the depart 
ments having the greatest amount of interfloor traffic. 

Fee for the services of the Building Planning Service 
Council amounts to expenses for the individual committee 
members who meet in the city where the new building is 
to be constructed plus a nominal fee to each member, and 
to the Association. (To page 78) 


Pian A 


The Building Planning Service Council will advise on 
the building design which will prove most profitable for a 
given location. Building A, built 20 stories high on a 
150 foot square lot, would have total rentable area of 342,- 

square feet and would cost, for building and land, 
$7,536,000. If building income is to give a six per cent 
return on investment, average rental income per square 
foot must be $3.93. However, Building B, if built to a 
height of 30 stories, would give a total of 390,720 square 
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New York’s Chrysler Building (top right) is one of many 
important buildings planned with the Council's help 
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Pian B 


feet of rentable space, and would cost, for building and 
land, $7,726,000. Income per square foot to yield a six 
oe cent return on the investment need only be $3.50. 

oreover, Building B, because the plan is “H”-shaped, 
gives much more space overlooking the street, which is 
more desirable to tenants than interior court «pace. Thus 
Building B, which can remain profitable with a smaller 
return per square foot than Building A, will actually be 
able to command a higher average rental than Building A. 
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Automation: No easy answer 


by Edward Waygren 


Vice president, McDonald Bros., Inc., Management Engineers 


New 


COR SEVERAL years now we have been bombarded with 
articles and speeches presenting us with the prospect of 
living in a world of robots. “Automation,” “automaticity,” 
“giant brain,” “feedback,” “closed loop,” and many other 
terms have become a part of our vocabulary, but there is 
reasonable doubt that we know what we're talking about 
when we use these words, primarily because there is apt 
to be some question as to exactly what they mean. There 
is considerably more than reasonable doubt that we are 
completely sound when we begin speculating on exactly 
what effect automation will have on our lives, or, of more 
specific interest, how we can use it in our jobs. 

It would seem that the automated office is around the 
corner—nay, actually here—if complete credence is to be 
given all we hear, Based on recent publicity, virtually 
every office is making some use of electronic computers, 
and those that aren’t will soon be relegated to the era of 
the roll-top desk—B.C.B. (before coffee breaks). 

The fact is that there are still relatively few electronic 
computers in actual use on office operations, Not many 
companies have studied the merits of using them, and of 
these few have installed any. Much of what we have read has 
sounded good; so promising, in fact, that it has seemed 
like a panacea for the varied office problems we now have. 
However, | have yet to see an article, or hear a speech, 
where the economics of electronic computers applied to 
office operations has been clearly spelled out. 

Initial cost of the equipment is only one factor. Also 
to be considered are these costs: installation, power, main- 
tenance, modification of existing paperwork routines, pro- 
gramming, etc. It is not enough to say, “We are using an 
electronic computer and an operation that took us 150 hours 
is now being performed in 15.” 

As nearly as can be judged, the initial cost of one of the 
better-known computers will range from $750,000 to $1,- 
000,000, It is fair to say that $750,000 represents a minimum 
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This article is not intended for engineers 
but for business executives. The electronics 
engineer will find fault with some of the ter- 
minology and, more particularly, with the 
oversimplification of which 1 have been gnilty. 
There is a reason—I want to make several 
specific points without driving the reader to a 
dictionary. One of the difficulties faced by 
manufacturers and engineers of computers 
is that those who might use them don’t talk 
their language. If they did, a great deal of 
my criticism would be unnecessary. 

—Edward Waygren 


figure. The rule-of-thumb this company uses in estimating 
economies is this: if you have a clerical pay roll of at least 
$250,000 annually, if the clerical work is being performed 
in a single location, and if there is enough repetitive vol- 
ume, then an installation like this can probably pay for 
itself in about five years, 

Fair enough, but is this an economically sound expendi- 
ture, when we consider that (a) the routines in that five- 
year period may have to be modified drastically, because 
of changed circumstances, thereby increasing total cost, 
which in turn will push the break-even point further into 
the future, and (b) comparable economies might be af 
fected with lower capital expenditures? Let’s calculate a 
hypothetical case. 

A company has a clerical pay roll of $250,000 a year, 
which means, depending on location and salary rates, a 
force of from 80 to 100 people. Therefore, if the initial 
cost of the computer is $750,000, and if cost will be re- 
covered in five years, the computer will have to effect 
annual savings of $150,000. For the five-year period, that 
represents no saving at all, unless there are non-economic 
or intangible benefits. Let’s assume, however, that con- 
ditions remain unchanged for ten years and that the equip- 
ment lasts for ten years without undue maintenance dif- 
ficulties (which is quite an assumption). The savings for 
the second five-year period will be clear, a total of $750,000. 

The pay roll for the ten-year period. would have been 
$2,500,000, so the saving of $750,000 represents a 30 per 
cent reduction in cost based on a 60 per cent reduction 
in force. It must be realized that to the extent equipment 
operating costs are a factor, and they must be, the clerical 
force will have to be reduced more than 60 per cent to 
make up the difference. 

Let’s look at it from another point of view. If we at- 
tempt to bring about economies through a program of work 
simplification, elimination of duplication and unnecessary 
work, improved work place layout and environment in 
general and increased worker motivation, possibly through 
incentives, we won't have to make as flashy a showing 
because we haven't that equipment “nut” to meet. How 
much of a reduction in force would we need to match the 
savings through use of computers? 

In the following table— 

a = the year of life of the computer, 

b = total cumulative pay roll without computer, 

c = total comulative pay roll with computer plus 
computer amortization at 20 per cent annually, 


d = net cumulative saving due to computer, 


and e 


= per cent decrease in total cost (d divided by b). 
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a b © « 
1 $ 250,000 $ 250,000 — 
2 500,000 500,000 — 
3 750,000 750,000 
4 1,000,000 1,000,000 —_ 
5 1,250,000 1,250,000 os 
6 1,500,000 1,350,000 10.0 
7 1,750,000 1,450,000 17.1 
% 2,000,000 1,550,000 22.5 
9 2,250,000 1,650,000 26.7 
10 2,500,000 1,750,000 30.0 


Now, the question is, is it sounder to go about getting 
operating economies the “old-fashioned” way, through ap 
plying industrial engineering and common sense, or shall! 
we do it by gambling $750,000 on a five-year pay-out? In 
the above analysis, I honestly believe I have given the 
computer the best of it, because: 


1. Assumed initial cost is $750,000, which is a minimum 


figure; equipment alone is apt to cost more than that, 


2. No installation or make-ready costs have been in- 


cluded, such as physical preparation, programming, revision 
of procedures, etc. 

3. It has been assumed that net annual savings will be 
$150,000, or 60 per cent; actually, it will be necessary to 
substitute some high-priced technicians, mathematicians and 
specialists for relatively low-priced clerical employees. 

4. It has been assumed that once the installation is com- 
plete there will be no major changes in programming, etc. 

To the extent these assumptions are unsound, the net 
economies possible with the computer will be lower. 

At this stage I can hear questions raised as to the “low 
priced” computers we have been hearing about, those in 
the $50,000 to $100,000 range. I have never seen a cost 
analysis to show that their relative position is any more 
favorable than the one outlined above. 

In order to view automation in the office in the proper 
perspective, it is necessary to reexamine the fundamentals 
involved. To begin, the original computers, as we know 
them, were developed and built to solve certain types of 
problems, and these tasks they did well. For example, if 
we were to ask, “The number 1828 has how many different 
pairs of factors, using numbers with two decimal places?” 
—the computer can do an infinitely faster and more accurate 
job than the mathematician, 

This terrific speed was used not only to solve this kind 
of problem, and give the answer on a set of dials, but 
also additional stages made possible, through servo-mechan- 
isms, the split-second solutions of problems in higher math- 
ematics and the effecting of certain actions. Naval gun 
directors, the armament on a B-29, and other fire-control 
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devices of similar types were made possible by computers 
many years ago, 

Somewhere along the line some one must have reasoned: 
“The computer deals with numbers; numbers are involved 
in most office procedures; therefore there is a good applica 
tion for a computer in office procedures.” And that is prob- 
ably how we came to have computers in offices. 

The fact is that the office computer was not designed for 
the job it is supposed to do, It is a modification or an 
adaptation of a mechanism intended for a completely dif 
ferent kind of task. Therefore it is a compromise and 
fundamentally as unsatisfactory and as expensive as most 
compromises are in the long run. 

The computer, for our present purposes, consists of three 
major functional components: the input, the calculator and 
the output. In solving a mathematical or scientific prob 
lem, speed is not needed in input; the problem is simply 
stated and the bulk of the work is done by the calculator. 
Output is not usually a problem either; the answer is given, 
often in terms of a formula, sometimes as a series of num 
bers. But the office problem is the reverse: the input may be 
a never-ending stream of orders that have to be extended, 
subtracted from inventory, allocated to sales territories, 
placed on the production schedule, etc. The calculator works 
so rapidly that the real problem is feeding the questions 
and, once the problem has been solved, taking the answers 
away. 

In other words, the typical computer is strong on calcu 
lation and weak on input and output handling; while the 
typical clerical procedure demands agility and rapidity 
of input and output but comparatively little speed of the 
calculator. This means that, for the computer to be really 
effective, high speed devices must be hooked onto the 
input and the output. As far as I know, virtually every 
large computer used in office work operates in conjunction 
with punched-card equipment; therefore, regardless of the 
speed of the computer, the speed of the punched-card devices 
serves as an effective bottleneck. 

The computer is also considerably more complicated than 
it need be for office operations and there’s not much that 
can be done about it unless computers are scrapped and 
design begins from scratch again, this time with office 
operations in mind, Take the problem of accuracy, or de 
pendability. Perhaps the best way to make my point would 
be to visit Arnold & Herman, the intrepid computer com- 
mandos. They have been toiling in their workshop develop- 
ing a new electronic computer. Many months have gone 
by and finally they are ready to test their brain child. 

(To page 76) 
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“BREAKING DOWN Organization Barriers” will be dis- 
cussed by George Clements, president, Jewel Tea Company, 
in the keynote speech opening the 12th Annual Seminar and 
Business Show of the Office Management Association of 
Chicago, to be held in that city March 8-11. 

Overall theme of the conference 1s “Modern Management 
Horizons.” Both seminar and business show will be held 
in the Conrad Hilton Hotel. The Seminar, which will be 
held in conjunction with Northwestern University, will 
open with a luncheon on Monday, the 8th. 

The afternoon session of the conference on Monday will 
open with a panel discussion on the subject, “How an 
Office Manager Becomes an Executive.” Frank Hurt, W. A. 
Alexander Co., Chicago, Ill.; Marlen Loehrke, of Foote, 
Cone, and Belding, Chicago; and G. M. Powell, Employees 
Mutual Liability Insurance Co., will discuss the subject, 
and D. F. Carrell, vice president of the National Office 
Management Association, will serve as chairman, 

Following the panel discussion, M. Wright, of the Gen- 


Miss Dorothy V. Neruda, “Miss Business Show of 1954.” 


“Modern Management Horizons” 
theme of Chicago seminar, 
business show opening March 8 


eral Electric Company, New York, will discuss “A Com- 
pany-Sponsored Self-Improvement Program.” 

On Tuesday, March 9th, the morning session will be 
devoted to two talks: “Better Administration through Better 
Methods,” presented by Robert Nagro, of Ball Brothers, 
Muncie, Ind., and “Plan for Simplified Paperwork,” given 
by Kenneth E. Goodwin, Egry Register Co., Toledo, Ohio. 

The afternoon session Tuesday will open with “The 
Future of Electronics in the Office,” discussed by Harold 
Price, of Price Waterhouse & Co., Chicago. Second speaker 
at the afternoon session will be Dr. Lloyd A. Knowler, pro- 
fessor of mathematics at the State University of lowa, who 
will discuss “Quality Control Applied to Clerical Work.” 

Topics covered at the morning session on Wednesday, 
March 10, will be “When People Like to Work” and “A 
Merit Rating Plan for Executives.” Miss Louise M. New- 
man, Northwestern Mutual Life Insurance Company, Mil- 
waukee, Wis., will discuss the first topic, Mr. William 
Hodge, Bell and Howell, Lincolnwood, Ill., the second. 

At the afternoon session on Wednesday, the final day of 
the conference, the first speaker will be Dr. E. H. Porter, 
of Science Research, Inc., Chicago, who will discuss “Effec- 
tive Use of Attitude Surveys,” and the second speaker will 
be Mr. James D. Moore, J. D. Moore Organization, Chicago, 
who will speak on the subject “What Makes Us Seem So 
Queer?” 

The banquet on Wednesday evening will conclude the 
conference portion of the Seminar and Business Show, al- 
though the show, as usual, will remain open for an addi- 
tional day. Chairman for the Seminar Banquet is Mr. Ken 
Moore, president of the National Office Management Asso- 
ciation, and the speaker will be Mr. Robert Hurleigh, 
Mutual Broadcasting System news commentator. His sub- 
ject will be “So Goes the World Today.” 

The business show which will be held concurrently with 
the conference, and for one additional day beyond the close 
of the conference, is expected to attract over 40,000 visitors. 
More than 100 office equipment companies and_ service 
organizations will have exhibits at the show. 

Exhibitors include: 

Accounting Forms, Inc.; Acme Visible Record, Inc.; Ad- 
dressograph-Multigraph Corp.; Allen Wales Adding Machine 
Agency; All-Steel Equipment Inc.; American Automatic 
Typewriter Co.; American Perforator Co.; American Photo 
Copy Equipment Co.; Art Metal Construction Co.; Bankers 
Box Co.; Bircher Co.; E. W. Boehm Co.; Charles Bruning 
Co., Inc.; Burroughs Corp.; Business Efficiency Aids; Chart- 
Pak Inc., and Chicago Dictating Machine Co. 

The Cincinnati Time Recorder Co.; Clary Multiplier 
Corp.; Commercial Controls Corp.; E. Conway, Inc.; R. 


(To page 81) 
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Sixth of a series describing how concerns have 
improved office methods and procedures 


THE CONSTANT accumulation of space-consuming rec 
ords is a continuing problem in almost every office, and 
has led many organizations to the use of microfilm for 
transfer of original records after a stated period of time. 
But some companies have made microfilm an integral part 
of their record system at the initial stages of paper work. 
The Carborundum Company, for example, has provided the 
final touch toward rounding out a smooth, rapid, and re 
markable accounts receivable system with microfilm. 

Key to the overall system is a centralization of work in 
the head offices at Niagara Falls. As part of the Treasurer 
and Controller's Division, the accounts receivable and micro- 
film departments prepare and retain all receivable records 
for Carborundum’s divisions and subsidiaries in the U. S. 
and Canada. Annual sales volume for the Company is 
from 75 to 85 million dollars, 

Leading roles in developing the system and responsibili 
ties for maintaining and improving its efficiency are filled 
by Willis T. Windle, Treasurer and Controller; Robert E. 
Sawyer, manager of the accounting department; Edwin A. 
Kappenmann, division accountant; Conrad J. Kink, head 
of the accounts receivable and accounts payable department; 
and Brewster F. Brown, head of the microfilming depart- 
ment. 

To handle the receivables work, Carborundum has seven 
billing machines which can compute and prepare a com- 
plete invoice as rapidly as it normally takes just to type 
it. Four posting machines handle statements and ledgers, 
one accounting machine is used for cash sheet distribution, 
and microfilming equipment is applied to records retention. 

“When microfilm was installed in 1950,” Mr. Windle 
says, “its original purpose was to relieve record storage prob 
lems. Since The Carborundum Company was established 
in 1892, millions of documents had accumulated in storage 
spaces at whatever point could be found. At times we felt 
as though the walls would bulge from records. To regain 
this valuable space and to provide a permanent record of 
documents we turned to microfilm. 

“While the equipment was serving this purpose, we dis- 
covered that the microfilming of current accounts receiv 
able records would prevent their accumulation into loads 
that threatened to become a storage problem.” 

Accordingly, the bookkeeper’s copy of invoices, and all 
debit and credit memoranda are now microfilmed, with the 
original copies being retained from three to six months. 
They then are destroyed, and the microfilmed images be 
come the company’s official records for the legally required 
seven years. About 2,100 invoices are prepared each day. 
In 1951 some 698,000 invoices and in 1952 another 682,000 
invoices were photographed. 
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6 Carborundum finds microfilming current 
accounts ends record storage problems 


Cash received slips also are microfilmed, with the origi- 
nal copies being destroyed after from three to six months 
and the microfilmed copies being retained for seven years. 
Original accounts receivable ledgers are kept for a year 
before being destroyed, and the microfilmed images are re- 
tained for the additionally required six years. 

Around 1,000 remittance advices and 1,500 merchandis- 
ing credit memos are received monthly which means that 
about 62,000 accounts receivable items are systematically 
microfilmed and disposed of each month, 

All film is filed in one nine-drawer cabinet which houses 
108 rolls of film per drawer. The millions of records, rep- 
resenting three years of activity, have filled slightly over 
half of the cabinet. 

When not in use on receivables work, the microfilming 
equipment is used to photograph other company documents 
in compliance with Carborundum’s records retention pro- 
gram. 

As an additional example of Carborundum’s efforts to 
increase efficiency, Mr. Windle describes a unique method 
developed for handling remittances. 

When a customer's envelope containing a check in pay- 
ment for an invoice is received in the Treasurer's office, 
the check is removed and the face of the envelope is rub- 
ber stamped. The amount of the remittance plus any addi- 
tional information is then written into a space on the 
stamped area. 

A listing of the checks produces a total which is used 
for the bank deposit. A listing of the amounts on the en- 
velopes proves the envelopes’ total against the deposit. 

The envelopes and a duplicate copy of the tape are sent 
to the accounts receivable department where the total on 
the tape is recorded in the Cash Receipts Journal. 

The envelopes are then sorted alphabetically by controls, 
passed to cash checkers for keying off against the customer’s 
ledger, with the checker writing in the discount amount 
and the gross amount applied to the account. 

The cash sheet showing distribution by controls is then 
run off and establishes a predetermined control figure which 
later is used to balance the postings to accounts receivables. 

Using the envelopes as media, the accounting machine 
operators then post the custo.ners’ ledgers. 

After all controls have been summarized, then balanced 
against the amount charged by the Treasurer's office, the 
envelopes are microfilmed. 

This method allows the Treasurer to prepare bank de- 
posits as rapidly as remittances arrive. It also minimizes 
work by eliminating the rehandling of remittances, permits 
financial reports to be prepared rapidly, and prevents the 
envelopes accumulating to become a storage problem. 
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visualize this €000// 


desk in your office for greater 
efficiency, comfort and beauty 


Top photograph shows the Alice Bank Ty 


‘ flice, Texas, Le 
lustallation by Stafford-Lowdoun Co 


. Forth Worth, Texas. 


This modern functional Leopold conference 
desk serves as an executive desk and as a 
conference table. Notice how the file drawer 
is located in the top position for greater con- 
venience. 


complete office planning service 
... at no extra cost 


— , ‘ P Your Leopold dealer offers you “start-to- 
Special ball bearing suspension slides let you erry gs . ‘ ; 

: finish” office planning assistance. His exper- 
open and close the drawers easily, smoothly. 
Forgreater efficiency, comfort, beauty, make 


Leopold office furniture a part of your office. 


ience is helpful in selecting color schemes, 
lighting, draperies and floor coverings. Write 
us for the name of your nearest’ Leopold 
dealer. 


THE Leopold COMPANY ais 


Tstituts 


BURLINGTON, IOWA 


OFFICE MANAGEMENT 


ope 


ld 


pane st re 4 ‘ - ae er ia” 7 > Brea t Se fie M Mrs = te ‘i aa oe — eae t=? — bs ey i oe ae, a 
‘ ' : ‘ ia 
of - ayer — . . _ : 
af oe, a i PE a eg 
i ig 
. : 4g... a Py “. ‘ Pa Par, . 
oan GET — aa 
ye ; z - ‘ide , , 4 ape 
: bie 5%. june sant —- a 
f rot es 7 f tl tg os s i 4 * © ; 
" ee ; eel —- : oo i ie 
f = Boe mY ; . tenel : ae ‘ ff < 
5 fe " Bibs ay oa Be a ‘ 2 , 4 ja ri P : . j 
Fi ms r owe sais ’ , ill 4 = Ae . F we al - - 7 
ms - ‘ie ——- z a f eR 
¢ Me te ot fa . ee - ¥ y+ ‘ es. Peay j g Hes s>e ae eae ‘ 
q ae Se we . ae. oe \ ee wild ’ ie 5) Nyt — ” 3 “dq 
om, ‘. ry eae — <A "Mig ag a | ave; i¢ ‘ —- ; " 
' a. ; ee yt ih 4 os ae . 
; F : 4 a Ay eee J 2 ae i carr (gg only t fi Stee 4 ae 
in ; ‘oe oe ee. Pes yay os ie eye "| ae pits ~ td She a x \ ah ae eB. 
« . oi * ‘ eee ee 1 3s a et | yy ee | ey +¥ EE 4 
J ad - ee 7 vee : ‘ erst a Se ae R i > oy H s y be + G pds. La ee or ‘ Xe, t if 
, j ae: P ey . : eater E mag 2 2< h es 7 ‘be “ ae. t i , ee i ? f . . 
ie. ae re ‘ae! wes Tee | ae ‘<a 
ca + + t " Ail a a ce toe ak. rs. 2 F Rhy =o Paes EN Se A 
- os thie . m i: = | ae B eae ig \ id Siok pat , 
= ee % f tu UU 
BS or : at j= - ‘ F : , - - a i 
» | =| ’ ‘ = } “i Lo ae 
A “A -——m » ~ =: 45% . ’ de an ie = a “4 U 
- ae » : ' —_ . 2 See Ck 
Pius -_- | a . ea : 
‘ ee | a Se a 
’ ¢ beige eee a 7 eee 
| Co 2S. oo ae . 
=" aa ee a. ee al SR ay 
be Ph x # ai Yay ere of oor " 
; a + cea 4 <3 : ae = R a 
e 2 at yo ae ah. Fe ee ' : 
; <i __—s ; , a 
* “a? a a ; ; <<“ 
i —————— 
. - (ee —e ee a nal ia 
et \. ys " ‘ a ~ ; 40 . a "a . =. : 
; ; " th Slee ii ‘a gohan asi A he 
t oe : oe ee 3s AP, ? : 
Z —1 -- ee ee | a - 
: 7 ee ¥“ sees : ‘ <a a 
: ot "ts 7 ae tee 1 ba " wel 3 
yes H j mi E pitcoe "a 2 7 1 yi , % ’ 
“ 7) eS. a oe a | 3 ‘Le bE 
ise ~ i ee iy i ae bes ee 
: Sac A ? Ph pe Be ake 2 ‘ 
me x pea B21 t i if 
ee t 
| ot sh 
VEMBER: Wood Of ice Furniture ) 
Pe a - 
38 Cs March, 1954 
eae » = eS. fe! ae Ul Sn ee. er eee 
‘ . Se ae Bases x at: Et ee ae — Oe a ee sag 
aa | =. an co = ee eee ae Fe oe 
; 4 lee amen eee: Ee aee ee gi i ee te, hee | ce. nee ae 
fee Te Gga a SGRe 7 ae ee |) eerie 2 ae, | eo. lin ef 


Jack C. Staehle 


Plans announced for 


AN ALL-TIME HIGH of 1,800 registrants is expected at 
the National Office Management Association’s 35th Inter- 
national Conference, to be held in St. Louis, Mo., May 
23-26, according to John W. Dameron, chairman of the 
Program Committee. 

Mr. Dameron, of the St. Louis Public Service, based this 
anticipated registration on St. Louis’ central location, which 
will simplify travel for NOMA members from all parts 
of the country, and on present business conditions, which 
are making higher production at lower cost mandatory in 
many offices. 

“The tightening economy forecast for the future,” he 
said, “gives indication that office managers will be forced to 
operate in a climate which has been unknown to them for 
more than a decade.” 

The change in conditions, he continued, will mean more 
than “simply taking a hitch in the office belt.” 

“The office,” he declared, “will have to ‘rev up’ to a 
new level of production efficiency—and do it on a smaller 
budget.” 

The NOMA conference program has been specifically 
planned with tightening business conditions in mind, he 
went on. 

“Our purpose is to provide the office manager with the 
new attitude and new information he will need to live in 
this new economic climate,” he said. 

Three of the speakers who will talk at the conference, 
which will be held at the Jefferson Hotel and Kiel Audi- 
torium in St. Louis, have already been announced: Jack 
C, Staehle, Director of Industrial Relations for Aldens, Inc., 
Chicago; Dr. Cylvia A. Sorkin, management consultaat 
and employment counselor, of St. Louis and Chicago; and 
Walter Reilman, Manager of Management Services for Ernst 
& Ernst, St. Louis. 

The business equipment exposition will be held in the 
Kiel Auditorium in conjunction with the conference. Fea- 
turing office machines, equipment, furniture, supplies, serv- 
ices and systems, the exposition will also remain open one 
March, 1954 
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Dr. Cylvia A. Sorkin 


NOMA’s 35th International Conference 


Walter Reilman 


day after the close of the conterence—Thursday, May 27—- 
to allow all conference delegates an entirely free day to 
visit the show. 

The three<lay conference program will include six major 
sessions, devoted to the following topics: 

“Progress is Made by People” 

“Teaching, Learning, Leading” 

“Madness in Your Methods or Method in Your Madness?” 

“Progress Through Better Communication” 

“Machines—A Solution or a Problem?” 

“Office Practices, Privileges and Problems” 

Mr. Staehle will head the “Teaching, Learning, Leading” 
session; Dr. Sorkin will discuss “Progress is Made by Peo- 
ple;” and “Method in Your Madness” will be Mr. Reilman’s 
subject. 

In addition to the conference technical sessions, the pro- 
gram will include NOMA’s Annual Business Meeting, at 
which new national officers and directors will be elected; 
the Annual Banquet, major social event of the meeting; 
the Chapter President's Dinner, at which the retiring heads 
of NOMA’s 145 chapters will be honored; the Chapter 
Officers’ Council, where the coming year’s program will be 
discussed and planned by incoming chapter leaders; and 
meetings of many of the association’s national committees. 
Ceremonies will also be held for the presentation of many 
individual and chapter awards, 

Conference registration forms may be obtained through 
NOMA headquarters, 132 West Chelten Ave., Philadelphia 
44, 

According to NOMA spokesmen, more than 100 manu 
facturers of offize machines and equipment will have their 
products on display at the four-day exposition in Kiel Audi- 
torium. Attendance at the Office Machinery and Equipment 
Exposition is expected to pass 100,000. 

NOMA is receiving cooperation from the Office Equip 
ment Manufacturers’ Institute, the Wood Office Furniture 
Institute, and the Metal Business Equipment Industry, in 
conducting the show. 
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U. S. Steel— 


(From page 27) 


in the tape will cause the bookkeeping machine to stop on 
the stop code so that additional data may be filled in; to 
tabulate and type from one column to another; and to re- 
turn the carriage to the next writing line and continue typ 
ing. In the meantime, the bookkeeping machine is produc 
ing another punched tape with essential data to be carried 
forward to a subsequent operation. 

This may seem far afield to problems faced by other or- 
ganizations. There is one application, however, that is com 
mon to al] of us—the physical inventory. 

Visualize, if you will, a hand-operated adding machine 
on a typewriter stand, freely moved {rom place to place. 
The adding machine is mechanically connected with a tape 
punch. The basic essentials of a physical inventory are the 
identification of the product and the count. One person 
might call off the data while another records them on the 
adding machine. The result is a printed record, the detail 
of which has been accumulated, and a punched tape as a 
by-product. The printed record might become an inventory 
tag. The punched tape may be used to automatically punch 
cards for accounting and statistical purposes. 

There are a number of other applications for the adding 
machines with the punched tape. The most common are 
receiving and shipping. 

Assume that when a purchase order is processed, a copy 
is sent to the receiving department. This copy displays a 
code which identifies the product, the purchase order num- 
ber, and other related data. 

Now the material is received, and the receiving report 
must be prepared, It is inserted in the adding machine and 
the purchase order number and code identifying the ma- 
terial are recorded by the adding machine. Then, the 
weights or units of the material are listed and totaled to 
complete the receiving report. As a by-product of the op- 
eration we have a punched tape. 
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INTEGRATED DATA PROCESSING 


This tape may be used to prepare various reports and 
THROUGH 


COMMON LANGUAGE MACHINES 
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INVENTORY CONTROL APPLICATION 
(_ dtcewrmacizt LocaTioms TO CENTRALIZED LOCATION ) 


/eVENTORY STATUS 


documents in succeeding operations. While these reports 
are automatically prepared, another punched tape is pro- 
duced simultaneously. This tape will activate machines that 
will automatically provide inventory accounting, punched 


cards, and mechanical audits. 

In Integrated Data Processing the typewriter is a very 
flexible means of originating data. Ordinarily it is operated 
manually from the keyboard, but when data is of repetitive 
nature, it can be operated automatically by a prepunched 
tape or card. 

The flexibility of the machine is further expanded by pro 
gramming, in which functions are performed automatically 
and selected data are processed through multiple punches 
and readers. 

Punches and readers are connected with the type bars 
and functional keys by electrical relays. Operation of the 
keyboard causes codes to be punched into the tape in much 
the same manner as I described for the adding machine. 

A few specific applications of this machine for originat 
ing data. Assume we are in a sales office reviewing process- 
ing of sales orders. Like most businesses, many of the orders 
received are repetitive—the same customer buys the same 
materials year in and year out. Quantity, size, and price 
are about the only variable factors. 

Processing of repetitive data is a natural application for 
this typewriter as it brings automatic typing into play to 
a maximum degree. Predetermined data must be established 
to provide the automatic feature. This requires a compre- 
hensive analysis of the customer’s buying habits. 

History records of each customer are reviewed to deter- 
mine material ordered. Let's see what happened when the 
history records of ABC Corp. were reviewed. It was found 
that they constantly purchased one item in large quantities, 
so a pre-punched tape was prepared with name, address, 
standard instructions and description of the material. In 
addition, there were several codes relating to sales statistics. 

The history record of Rover Corp., however, showed that 
they purchased any one of 15,000 items. In this instance, 
punched cards were prepared for only name, address, and 
sales statistics. To complete one order for this company, pre- 
punched master cards are pulled from a tub file for the 
items ordered. 

Assume an order was received from ABC Corp. in this 
sales office, and it calls for the item they have repeatedly 
ordered. A clerk pulls a prepunched tape from the file to 
start typing the order. 

When the prepunched tape is fed into the reader, the 
read button is depressed to actuate the reader, which auto- 
matically operates the typewriter to insert standard informa- 
tion from history record. 

Now, the rest of the order is automatically typed with 
stop codes interspersed to permit fill-in data such as: order 
number, date, etc. Before and after each item there are 
also stop codes to allow for the typing of quantity, size, and 
price. 

While automatic typing is going on, a tape is simultane- 
ously punched. This tape will be sent to the mill, and used 
to automatically type the invoice, and for sales statistics by 
converting tape to punched cards. 

This description covers the processing of an order from 
ABC Corporation. The same procedures are followed for 
orders from customers like Rover Corporation except that 
punched cards are fed through the reader instead of tape. 
(To page 74) 
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p> The 700th member of the Office 
Executives Association of New York 
is presented with a specially inscribed 
membership certificate at a recent din 
ner meeting of the Association. The 
new member, shown at the right, is 


Bridgtord Hunt, personnel manager of 
Phizer International Service Co., Inc., 
and the presentation is being made by 
Paul Chave, OEA vice president in 
charge of membership. OEA is the 
New York chapter of the National 
Office Management Association. 


A Cooperation between industry and 
educational institutions is symbolized 
by this recent installation of a new 
electronic computer at Wayne Univer: 
sity, in Detroit. This newest “brain” 
is called “UDEC,” for “Unitized Digi 
tal Electronic Computer.” It was de 
signed and built by the Burroughs 
Corp., Detroit 32, as part of a $500,000 
community industrial education project 
paid for by a number of Detroit's lead 
ing industrial firms. Unlike other com 
puters, UDEC is built primarily of 
“unit-packaged” electronic circuits, a 
method which makes it flexible and 
may prevent its ever becoming obsolete. 
\ rear view appears at the left. 


> A golden anniversary for a man and 
for a company is celebrated by the 
Royal Typewriter Co., Inc., 2 Park 
Ave., New York. Royal’s President 
Fortune Peter Ryan (left) is shown 
presenting a silver tray to Julius Schil 
linger, the company’s coordinator of 
quality control and design. Royal, ob 
serving its own fiftieth anniversary, 
honored Mr. Schillinger for his fifty 
years with the company. 
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V “Travel-Talk” 
is bursting with a letter to be written 
what the telephone does for the man 
bursting with stifled conversation, A 


does tor the man who 


coin-operated Dictaphone ‘“Time-Mas ig 


ter 5,” installed in a booth, provides 
dictation services for the traveler. Dicta 
phone Corp. is located at 420 Lexing 


ton Ave., New York 17. 
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q The walls of the office on the left are 
finished in “Marlite” wall paneling. 
Marlite is a product of Marsh Wall 
Products, Inc., Dover, Ohio. It has a 
baked finish that the manufacturer 
says is soilproof. Marlite is now avail- 
able in planks 16 inches wide and 8 
feet long, and in blocks 16 inches 
square. It is three-sixteenths of an inch 
thick. A feature of Marlite is what the 
company calls “the first successful 
tongue and groove joint” for material 
of this thickness. Marlite panels can be 
put up over old or new walls. Only 
ordinary carpenter’s tools and mastic 
cement are required. No division 
mouldings are needed, Ten colors and 
four wood pattern finishes are avail- 
able. Shown below are the stairway 
and corridor in the Keiffer Tanning 
Co., Grand Rapids, Mich., before and 
after an installation of Marlite panels. 


q The ceiling of this office is a source 
of heat. It was manufactured by the 
Burgess-Manning Co., 5970 Northwest 
Highway, Chicago 31, Ill., in accord- 
ance with the principles of radiant 
heating. In this type of ceiling, hot 
water circulates in pipes above the 
ceiling panels, The ceiling itself con- 
sists of prefabricated, perforated metal 
panels, clipped onto a coil system. The 
heat in the coils is transmitted to the 
panels and in turn distributed evenly 
throughout the room. The panels are 
easy to install, says the manufacturer, 
and easy to remove for inspection. 
Water temperature can be easily con- 
trolled and can, in summer, be used 
for cooling. The installation shown is 
in a private office of the James I. Barnes 
Construction Co., Redwood City, Cal. 
The architect was Irving Caster, of 
San Mateo. 
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A Among the products newly market- 
ed by The Esterbrook Pen Co., Dela 
ware Ave. and Cooper St., Camden 1, 
N. J., is this No. 212 “Ball Point Desk 
Pen Set.” The base is heavy, made of 
“Nu-Black” porcelain with a lustrous 
finish. The set is available with the pen 
chained to the base or with the pen 
completely tree. Also new is the No. 
444 “Dipless” pen that fills itself. 


V Colorful memos, reports, announce- 
ments, and letters can be prepared in 
the office with the help of standard du- 
plicating equipment, says Arthur 
Thompson & Co., 109 Market Pl., Bal- 


timore 2 


This company has prepared 
a “Letterhead Portfolio” containing 
samples of the various colored litho- 
graphed stationery sheets available in 
the company’s wide line of duplicator 
papers, in general and seasonal de- 
signs. A book of “Quickie Layouts” 
provides help on how to lay out an 
attractive job. Numerous designs, head- 
ings, and lettering samples are offered 
on a series of sheets which can 
be traced on a 
stencil, pasted up 
for offset repro- 
duction or repro- 
duced for letter- 
press work. The 
kit is intended to 
assist office people 
in planning and 
preparing _color- 
ful mailings and 
memos. The ma- 
terials are already 
prepared an d 
ready for combi- 
nation according 
to the imagina- 
tion of the user. 
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A This No. CF8078 conference desk is 
one of the new “Baltic” series made by 
the Jasper Office Furniture Co., Jasper, 
Ind. The overhang top measures 78 
by 42 inches. The desk is made of 
walnut, with brushed brass hardware. 


p> The “Dupli-Voice” portable dictat 
ing and transcribing machine records 
on a magnetic “Erase-o-matic” belt de 
signed to give high fidelity and to per 
mit easy correction of dictating errors. 
It is made by the Dupli-Voice Co., Inc., 
Algonquin, III. 


New 
for the office 


p> The Corry-Jamestown Mig. Corp., 
Corry, Pa., announces a new line of 
economy files called the “Corrian.” The 
drawers have roller and case-hardened 
bearings and side acting compressors. 
Two- and four-drawer legal- and letter 
size cabinets are offered, 
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A Monthly Feature 


Tools of the Office 


Duplicating Equipment 


Manufacturers’ List on Page 70 


Ozalid “Bambino™ 


# 


—_ 
<= = + 6 Se ee ee 


Peck & Harvey “Portomaster” 


Winchester’s No. C-360 Stenafax’s No. 8-5 


Gestetner model 260 


The survey of duplicating methods 
and equipment conducted last year by 
this magazine proved very popular 
with readers. 

This year the subject has been re 
studied and the material has been ex- 
panded to bring the coverage of this 
subject completely up to date. 

The duplicating equipment listed in 
this survey is grouped according to tts 
basic principle of operation, The prin 
ciple concerned is described in the in- 
troduction to cach group, and the bast 
characteristics and uses of each method 
are summarized in the new, expanded 
chart on page +6. 


Diazo 


The Process 

The diazo process may be consid 
ered as an improved form ot blue 
printing which has been adapted for 
office uses. It normally produces black 
and white copies, although other color 
combinations are possible. Unlike 
blueprinting, it makes positive copies 
and it is therefore well suited to copy 
ing correspondence. 

The diazo process is often referred 
to as “whiteprinting” or Ozalid.” The 
latter, a trade mark of the General 
Aniline & Film Corp., is derived by 
spelling “diazo” backwards and in 
serting “Il” to make it pronounceable. 

The process operates on the principle 
that certain dyes respond to strong 
light by bleaching or being destroyed, 
whereas they may be prevented from 
bleaching by exposure to ammonia va 
pors. Copies are made on sensitized 
paper which has a coating containing 
an appropriate dye. 

The material to be copied is placed 
face up, with its back against the 
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coated side of the copy paper. Upon 
insertion in the copying machine, the 
material is subjected to a strong light, 
which shines through the original to 
the copy paper. 

This light, however, cannot pene 
trate the written characters on the 
original material. The sensitized coat 
ing beneath these dark characters, 
therefore, is protected from the bleach 
ing effects of the light, whereas the 
coating beneath the white areas is de 
stroyed. Dye remains on the copy 
paper, therefore, only in areas that 
correspond exactly to the written ma 
terial of the original. 

The copy paper is then subjected to 
a chemical which sets the dye perma 
nently. In most commercial machines 
ammonia vapors are used for this pur 
pose, and makers of this equipment 
generally refer to this method as a 
“dry” process. A similar effect, how 
ever, can be obtained by covering the 
copy paper with a light coat of a spe- 
cial solution, This is sometimes re 
ferred to as a “wet” process. 

Material to be reproduced by the 
diazo process must be written on one 
side only of translucent paper or some 
other translucent medium. Where 
opaque material is to be copied, a 
translucent positive must first be pre- 
pared, usually on film. Masters may 
also be prepared, however, by xerog 
raphy. 

The final prints can be made on 
opaque or transparent material, print- 
ing in red, blue, or black on papers of 
various colors. 

The diazo process is considered to 
be particularly suitable for making ex- 
act copies of letters, photographs, draw- 
ings, printed matter, and other types of 
written material where relatively few 
copies are desired. One manufacturer 
estimates that his machine will make 
200-letter-size copies an hour; others 
measure the copying rate in feet per 
minute, the figures ranging from about 
25 to 32 feet. All rates vary with the 
translucency of the original material. 
The estimated copying costs range 
from one to two cents per copy. 


Next Month: 


Fans and Air 
Circulators 
Air Conditioning 
Equipment 
Water Coolers 
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The Equipment 


Charles Bruning Co. Inc. 

Illustration, Opposite page. 

Model No. “Copyflex” 14. 

Maximum Copy Size. Width, 20 in.; 
length, unlimited. 

Power. 115-volt AC. 

Process. Bruning models use the 
“wet” process and require no venting. 

Dimensions. 37 in. high, 364) in. 
wide, 35 in. deep. 

Price. $1,475 list, t.o.b. Chicago. 

Other Models. Other models vary in 
size. A feature of the No. 6 is that it 
can copy pages trom a book without 
requiring pages to be removed. 


Ozalid, Div. of General Aniline & 
Film Corp. 

Illustration, Opposite page. 

Model. “Bambino.” 

Vaximum Copy Size. Width, 9 in.; 
other models can take up to 54 in. 
Length, unlimited. 

Power. 110-115-volt, 60 cycle | a 

Process. Dry. This model, however, 
being small, does not require outside 
venting. 

Dimensions. \6 in. wide, 12 in. deep, 
13 in. high. 

Price. Approximately $410 list. 

Other Models. Ozalid also makes a 
larger table model, called the “Ozo- 
matic,” and larger machines called the 
“Streamliner” and “Printmaster,” these 
having considerably greater printing 
capacity. 


The C. F. Pease Co. 

Illustration. Opposite page. 

Model. “Zephyr.” 

Maximum Copy Size. Width, 42 in.; 
length, unlimited, 

Power. 220-volt, 60 cycle, single 
phase AC. 

Process. Dry. Vent piping furnished 
with machine. 

Features. Automatic ammonia feed; 
“electronic” drive and speed control; 
automatic stacking of prints; copying 
speed, 25 ft. a min. 

Dimensions. Height, 70% in.; 
depth, including teed table, 40% in.; 
width, including teed table, 73% in. 

Price. $2,500, {.0.b. Chicago. 

Other Models. The “Pacemaker” is 
available in two sizes, accommodating 
copy widths of 42 and 54 in. It takes 
copy at 32 ft. a min, 


Peck & Harvey 

Ilustration. Opposite page. 
Model No. “Portomaster™” No. 1400. 
Maximum Copy Size. Width, 20 in.; 


Columbia gelatin duplicator 
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Speedliner’s No. 74 
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Number of Copies 
for which 
Best Suited” 


Speed’ * 


ss OFFICE DUPLICATION METHODS—HOW THEY COMPARE 


Estimated Cost 
per Copy ** 


Remarks 


1.20 


1-30 feet per minute 


¥%,-1Y2 cents 


Original copy must be on translucent poper, on 
only one side. Cannot enlarge or reduce. Can 
copy photographs and art work. Produces posi- 
tives. Color of printing can be varied from copy 
to copy, as can color of poper. 


1-10, but can pre- 
pare offset masters 
and stencils 


Single copies, 3 
minutes; stencils 
and offset masters, 
6 minutes 


Single copies, 7% 
cents; copies made 
with stencil, in runs 
of 20, 1% cents 


Copies original material, including photographs 
and art work. Cannot enlarge or reduce. Produces 
positives, black on white. Can prepare stencils 
and offset masters. Can be used for long distance 
transmission. 


Gelatin 
(also called 
Hectograph) 


10-100 


10-75 copies a min- 
ute, depending on 
type of machine 


least expensive of 
all processes for 
short runs 


Master must be prepared. Copies grow progres- 
sively fainter. Can print 8 colors at once; purple 
is best. Produces positives. Gelatin can be re-used. 


Liquid 
(also called 
Spirit, or Fluid) 


10-350 


60-120 copies a 


minute 


“4 to “a cent 


Master must be prepared. Copies grow progres- 
sively fainter. Several colors can be printed at 
once; purple is best. Produces positives. 


Multigraph 
(also called 
Relief) 


300 - hundreds 
of thousands 


3,000 - 6,000 copies 
an hour 


Slightly more than 
stencil duplicators 
on long runs 


Closely resembles typing; can be used for actual 
printing. Produces positives, one color at a time. 
Prints from movable type, electrotypes, or plates, 
permitting changes in material during run. 


Offset 
(also called 
Muitilith) 


50 - 10,000 


2,500 - 5,000 copies 
an hour 


A fraction of a cent 
varying with run 


Master must be prepared. Can reproduce photo- 
graphs, letterheads, and art work. Can enlarge 
or reduce if master is prepared photographically, 
Produces positives, one color at a time. 


Photocopy 


1-20 


1-2 copies a minute 


8-9 cents 


Copies original material, including photographs 
and art work. Most models make exact-size 
copies; some can enlarge and reduce. Produces 
negatives first, then positives, usually black on 
white—<color available in some cases. 


Stencil 
(also called 
Mimeograph) 


60-200 copies a 


minute 


Vs cent on long runs 


Stencil must be prepared. Cannot enlarge or 
reduce. Produces positives, usually one color at 
a time, but in some cases it is possible to print 
several colors at once. 


Thermo-Fax 


4 copies a minute 


4-5 cents 


Copies original material, including drawings. 
Cannot enlarge or reduce. Produces positives, 
black on white. 


Verifax 


3copies a minute; 
single copies, 
50 seconds 


Single copies, 9% 
cents; in runs of 3, 
4 cents 


Copies original material, including photographs 
and art work. Cannot enlarge or reduce. Makes 
copies on standard office paper. Produces posi- 
tives, black on white. 


Xerography 


Single copies, 2-3 
minutes; offset mas- 
ters, 3-5 minutes 


Single copies, 9 
cents; with offset, a 
fraction of a cent 
on long runs 


Copies original material, including photographs 
and art work. Can enlarge and reduce. Con make 
single copies, offset masters, translucent diazo 
masters. Produces positives, black on white. 


*Based on cost, speed, and other factors. Shorter or longer runs may be feasible in varying circumstances. 
**Based largely on manufacturers’ estimates, with reference to standard machines turning out letter-size copies. 


Features. 


trol. 


46 


length, unlimited, 

Power. 110-volt, 60 cycle AC. 
“Electronic” 
out vacuum tubes; instantaneous speed 
changes, with full stop and reverse con- 


Dimensions. Width, 36 in.; height, 
33 in.; depth, 20 in., plus 12 in. feed- 


drive with- 


board. This model is also available as 


Figures are approximate and can vary with circumstances. 


a floor model 62% in. high. 
Price. $1,195. Of the floor model, 


$1,295. 


Delivery. Starting in April. 


Other Models. The Portomaster 600, 
in floor and table models, is slightly 
smaller, as is also the Portoprinter 600. 


Larger models are the Speedmaster 
1400 and Speedmaster model S. 


Facsimile 


The Process 
The facsimile process represents an 
adaptation to office uses of the prin- 
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Several models of Scriptomatic Addressing and Record Dupli- 
cating Machines are described here. They have introduced a 
revolutionary new system for labor saving, versatile, low-cost 
addressing and record duplicating work. 

Scriptomatic makes possible the use of a tab card, or con- 
tinuous form as an address plate. It thus creates a previously 
unheard-of flexibility and economy that basically affects costs 
in two ways. First, is the efficiency of modern punch card ac- 
counting as applied to address records. Second, is the low cost 
master which is produced without expensive embossing ma- 
chines. Your electric typewriter will do the job at speeds up to 


_ BIG Dollar Savings 
‘for a Variety of | 
BUSINESS USES 


two hundred and fifty, three-line name and addresses per hour. 

The Scriptomatic system is based on a well-proved chemical 
transfer process that utilizes an original card or paper form as 
the master from which duplicate information is produced. This 
eliminates the cost of separate stencils, files, duplicate main- 
tenance, and greatly reduces clerical load. Thousands of dol- 
lars are saved wherever Scriptomatic is adopted for large 
mailing list or complex record duplicating toperations. Depart- 
ments of the U. S. Government, the armed services, mail order 
houses, publishers, large corporations and service companies 
have tried Scriptomatic machines and ORDERED MORE. 


~ 
CONSECUTIVE IMPRINTER 
(400 Series) 

The Division of Dispersements, U. $. Treasury Department uses Scripte- 
matic Model 401 to process millions of checks for National Service 
Life Insurance. Vouchers are typed as Scriptomatic masters on con- 
tinuous form line-hole punched, continuous feeding, fan folds directly 
from electric typewriters. Checks are imprinted from bleck carbon 
deposit on reverse side of typed voucher at a rate of speed thet 
outstrips 3 to 4 previous machines. 


PRACTICALLY FOOLPROOF 


The Mode! 401 is a miracle of accuracy and dependability, No double 


7h 

printing, no skips. Reproduction is a@ sharp clear black, meeting the - 

rigid Government specifications required on this type of document. Has : 

automatic skip for errors or unwanted items. Masters serve multiple by 

duty for other uses. + 

As 

or. 

DIRECT MAIL J 

P ry 
Extremely low cost master listings are easily and quickly typed or hand OTHER SUGGESTED USES: F 
written. A variety of mailing pieces may be automatically addressed at BILLING—Tob card, post card and paper bills may be : 
. . i MF 

high speeds. This makes the Scriptomatic Continuous Imprinter invaluable created at high speeds directly from typed or tabulated hol 

for missionary, recruiting, inquiry and premium type mailing activities. journals. at 


Master listings may be used to address many mailings. Substantial 
economies may be effected even where the number of mailings are limited 
to one or two efforts. 


ITEM ABSTRACTS—individual cards or item records may 
be abstracted from orders and other similar listed forms 


REVERSE SIDE FOR OTHER SCRIPTOMATIC MODELS 
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USING STANDARD OFFICE EQUIPMENT — 
STANDARD BUSINESS RECORD CARDS 


SCRIPTOMATIC (200 Series) Reproduces from card masters on a variety of 


materials—envelopes, labels, bills, statements, etc. 


Tabulating machine cords and 


grovp sort cards may be used os Scriptomatic masters. Accounts Receivable and 


other valuable information may be 


d 


on Scrip ic Master cords. Master 


lists may be pre-sorted at high speeds on mechanical sorters allowing flexibility of 
list selection. 


SCRIPTOMATIC (300 Series) Addresses from master cords or other business 


forms—prints 2 rolls in sequence in one run through mochine. One roll con be o 


dick strip and the other roll a galley list for auditing. Or, both con be dick strips 
for addressing every other week, etc. 


YOu, 


TOO, 


CAN 


As many as 250 reproductions can be made from each Scriptomatic 


master card. No special stencil cutting, no separate filing and list 
maintenance required. You save clerical labor, space and stencil 


costs. 


TYPICAL SUCCESSFUL 


SCRIPTOMATIC INSTALLATIONS 


THESE FIRMS TRIED ONE—BOUGHT MORE! 


PaO ettyY sv 


U. S. NAVY 


Scriptomatic proved in one dis- 
trict, leading to ten additional 
installations, three on West 
Coast, five on East Coast, one 
in Mid West, one in South. 
Used for addressing communi- 
cations to Noval Reserve per 
sonnel. Punch cards used for 
masters permit complete selec 
tivity by name, grade, etc. 


PUBLISHER 


Scriptomatic combines two sep- 
arate records for each sales- 
man on one address master 
Eliminates expense and storage 
problem of thousands of zinc 
address plates. Handles twice 
as fast as previous addressing 
system. 


MAIL ORDER 


Scriptomatic addresses 15 mil- 
lion mailings ao year. Soves 
the work of 10 people. Masters 
ore also used os customer 
record cards. 


FINANCE COMPANY 


Scriptomatic system eliminates 
expense and trouble of em 
ploying 75 to 80 outside part- 
time typists. Index card size 
master is used to register in 
window envelopes, on letters 
and booklets 


REPORTING SERVICE 


Using continuous form moster 
card (pin fed) and electric 
typewriters, 25,000 masters 
are created daily. Scriptomatic 
system produces millions of 
3 « 5 cards annually for com- 
mercial reporting service. Scrip- 
tomatic eliminated 3 emboss- 
ing machines. Saved over $28 
per thousond masters ond 
$11,000 annual tabor costs— 
despite an increase in business 
volume of 31% 


Installations shown here rep- 
resent a total of twenty-two 
machines in use. 


SCRIPTOMATIC 
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Tools of the Office 


ciples of the photoelectric cell. 

Material to be copied is placed on 
a drum. The drum rotates slowly and 
as it does so each line is scanned by 
a photoelectric “eye.” The eye re- 
sponds to light reflected from the pa- 
per, creating an electrical current 
which varies in strength with the 
amount of light entering the eye. 

The electrical impulses thus gener- 
ated are used to control electrical cur- 


rent in a needle. This needle moves | 


across a second drum as the photo- 
electric eye moves across the first. The 
needle is synchronized with the eye as 
to position on the drums. 


Tr . | 
The paper on the second drum is 


chemically treated so that it responds 
to small amounts of electric current 
by turning dark. A small amount of 
current causes it to turn grey; a larger 
amount turns it black. 

Because the eye and the needle are 
synchronized, a dark spot on the orig- 
inal is repeated as a dark spot on the 
copy, appearing on both copies in the 
same location on the page. This makes 
it possible to copy anything which will 
fit on the first drum, including typed, 
written, or printed material, photo- 
graphs, half-tones, drawings, art work, 
or even designs on cloth. The repro- 


duction, of course, is in a single color, 


but in a variety of shadings. Colored 
material is reproduced in grey. 


The facsimile process can be used to 


create single copies in this manner, or | 


it can be adapted so that the needle, 
instead of burning dark spots on pa- 
per, punches holes in a stencil. Sten 
cils cut in this manner may be run on 
any stencil-type duplicating machine. 
A further adaptation makes it possible 
to prepare masters for offset work in 
a similar manner. 

The facsimile process permits prepa 
ration of single copies in about three 
minutes, but the machine need not be 
attended during this time. Some mod 
els can be set to turn out a predeter- 
mined number of copies in the absence 
of the operator. Preparation of sten- 
cils or offset masters requires about 
six minutes. 


One manufacturer estimates the costs 
of operating his equipment as follows: 
For runs of twenty copies, using a 


stencil, about one-and-one-half cents | 


per copy; for single copies, about sev- 


en-and-one-half cents. These estimates | 


include depreciation, maintenance, la- 
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MAKE 


120 BRIGHT COPIES A MINUTE 


OF ANYTHING YOU TYPE, WRITE of DRAW 


++-mo stencils, no 


DIRECT “‘LIQUID’’ PROCESS DUPLICATOR 
HUNDREDS OF 


USES 


® SALES LETTERS 
* BULLETINS 

© MAPS 

© PRICE SHEETS 
* MENUS 


* QUOTATIONS, 
BIDS 


* POSTCARDS 

* ESTIMATES 

* BLANK FORMS 
© SKETCHES 

© STATEMENTS 

© SPECIFICATIONS 
* GRAPHS 

* CONTRACTS 

* MUSIC SCORES 


* HOUSE ORGANS 


* NOTICES 
* RADIO SCRIPTS 
* DRAWINGS 


* EXAMINATION 
QUESTIONS 


* NEWS RELEASES 
* LESSON SHEETS 
* REPORTS 


mats, no inking, no make-ready 
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TIN 2. 


The new Ditto D-10 provides the quickest, 


most economical and the most satisfactory 
way to make copies. It’s ready for imme- 


diate use—no stencil to cut, no type to set, 


no inking, no make-ready. 

It copies directly from the original writ- 
ing, typing or drawing; one, two, three, 
four or five colors in one operation; 120 
or more copies per minute; on varying 
weights of paper or card stock; 3” x 5” up 
to 9” x 14” in size. 

PRINTS IN ONE TO FIVE COLORS AT ONCE 
The sleek lines of the D-10 proclaim worth- 
iness within. It has smooth, balanced action. 
It has wear- and corrosion-resisting stain- 
less steel parts. With Magic Copy Control it 
prints each copy brightly. Sure and simple, 
it makes an expert of any user. Mail the 
coupon for a fascinating folder providing 
more details . .. free and without obligation. 


DITTO, Inc., 2208 W. Harrison St., Chicago 12, IIinois 


In Canada: Ditto of Canada, Ltd., Toronto, Ontario 


me ee ee ee ey 


DITTO, Inc., 2208 W. Harrison St., Chicago 12, Ill. 

Gentlemen: Without obligation, 
() Please send literature featuring the new Ditto D-10 
Duplicator and samples of work produced on it. 

) Arrange a demonstration of the new Dito D-10 
Duplicator ioe me. 
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Old Town's No. 9E 


Ditto’s Model D-11 


Smith-Corona’s No. 918LEE 


bor costs, and assume continuous op- 
eration during a ten-year period, using 
the 40-hour week as a basis. 


The Equipment 
Stenafax, Div. of 
Times Facsimile Corp. 
Illustration. Page 44. 
Model No. S-5. 
Maximum Copy Size. On stencil, 8 
by 14 in.; on plate, 84% by 14 in. 
Power. 115-volt, 60 cycle AC. 
Features. Machine stops automatic- 
ally when copy is finished; cabinet 
rides on two-inch rubber casters. 
Dimensions. Height, 45 in.; width, 
26'4 in.; depth, 184% in. 
Price. $1,600, f.0.b, New York. 


Winchester Industries Inc. 
Illustration. Page 44. 
Model No. C-360. 
Maximum Copy Size. 8 by 14 in. 
Power, 115-volt AC. 
Features. Machine stops automatic- 
ally when copy is finished. 
Dimensions. 21 by 13 by 12 in. 
Price. $1,500. 


Gelatin 


The Process 

The gelatin or “hectograph” process 
of duplication creates copies by trans- 
ferring small quantities of aniline dye 
from a master to each copy. In this 
respect it is similar to the liquid proc- 
ess, except that in the gelatin method 
the dye is transferred first to a firm 
gelatin bed, from which the copies are 
made, whereas in the liquid process 
the master itself comes in direct con- 
tact with the copy paper. 

Masters for the gelatin process are 
made by typing on any hard-surfaced 
paper, using a special hectograph rib- 


a eae 


Addressograph-Multigraph’s No. 250 
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“Multigraph” 


bon, or by writing or drawing on the 
paper with a hectograph ink, pencil, 
or crayon. Masters may also be pre- 
pared by typing or writing through 
special carbon paper, in which case 
the carbon copy serves as a master. 

The master is then placed face down 
on a gelatin surface, which is usually 
cloth-backed, and sufficient pressure is 
applied to transfer the dye to the gela- 
tin. The gelatin is now, in effect, the 
master from which the copies are ac- 
tually taken, this being accomplished 
simply by bringing the,copy paper into 
direct contact with the gelatin. 

Gelatin duplicators are of two basic 
types: flat-bed and rotary. In the flat- 
bed type, the gelatin surface takes the 
form of a roll stretched across the bed. 
In the rotary type, the gelatin is pre- 
pared as a film or pad and is fastened 
around a rotating cylinder. The ma- 
chines can be equipped for automatic 
or hand feeding. 

This duplicating method is probably 
the least expensive method available 
within the limits of its capacity, It 
can make copies only as long as the 
supply of dye on the gelatin lasts, since 
a portion of this dye is actually trans- 
ferred to each copy sheet. The method 
is at its best in runs of up to 50 copies, 
since the copies grow fainter after that 
point, but it is possible to obtain as 
many as 100 copies, and sometimes 
more. 

For best results, copies must be 
made within a reasonably short time 
after the original master is transferred 
to the gelatin, since the latter grad 
ually absorbs the dye. This property, 
however, permits the gelatin to be re- 
used many times. It is generally con- 
sidered that the gelatin should stand 
about 24 hours before re-use, but in 
some cases it may be used again after 
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Tools of the Office 


four hours. Masters can be used in 
some cases up to eight times. 

Flat-bed gelatin duplicators turn out 
about twelve copies a minute if hand 
fed, or up to about 50 a minute if the 
machine is of the carriage type. Ro- 
tary machines can operate at speeds 
up to 75 copies a minute. Speeds vary 
with sheet size and with the strength 
of the dye on the gelatin, which, of 
course, diminishes during a run. 

As many as eight colors may be 
printed at once. Of these, purple gives 
the best results. 


The Equipment 
Columbia Ribbon & Carbon 
Mfg. Co., Ine. 

Illustration. Page 45. 

Model No. 1. 

Maximum Copy Size. 8Y, by 144 in. 

Power. Hand. 

Dimensions. Base area, approximate- 
ly 12 by 24 in. 

Price. $32. 


The Heyer Corp. 
Illustration. Page 45. 


tA ees ag 


American Photocopy Equipment’s “Auto-Stat” 


Addressograph-Mutigraph’s No. 81 “Multilith” 
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Model, “Efficiency.” 

Maximum Copy Size. 84 by 14 in. 
Type. Flat-bed. 

Power. Hand. 

Price. $34.95. 

Cther Models. A complete line. 


Smith-Corona Ine. 
Model No. 1418-C. 
Maximum Copy Size. 

inches, 

Type. Flat-bed, with carriage. 

Power. Hand. 

Price. $365. 

Other Models, Other flat-bed models 
are available in varying sizes and at 
prices ranging from $75 to $545. One 
is designed with a low stand and can 
be operated from a seated position. 


. . 
Liquid 

The Process 

The liquid process resembles the 
gelatin process in that both methods 
produce copies by transferring small 
quantities of aniline dye from the mas- 
ter to the copy paper. In the liquid 
process, however, this transfer is ac- 
complished directly, whereas in the 


22 by 33 


Plus Fed. Ex. Tax 
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only $185 complete! 


with ALL the features: 


gelatin process the dye on the master 
is first deposited on a gelatin surface 
and the gelatin surface becomes, in 
effect, the master from which the cop- 
ies are actually taken. 

This similarity accounts for some 
confusion in terms, The liquid proc- 
ess is sometimes referred to as “liquid 
hectograph,” which carries the impli- 
cation that it is a hectograph process. 
The term “hectograph,” however, is 
more properly applied to the gelatin 
process. The liquid method is also re 
ferred to as the “spirit” or “fluid” 
process, since it makes use of a fluid 
solvent containing alcohol. 


Masters for liquid process duplica 
tion are prepared on coated paper of a 
high finish. A special carbon paper, 
coated with aniline dye, is placed face 
up under the master, and the master 
is typed on, or written or drawn ‘on 
with a hard-point pencil, pen, or sty- 
lus. The pressure of the type or writ- 
ing instrument against the carbon 
causes a quantity of aniline dye to be 
deposited on the back of the master 
wherever the pressure is exerted, The 
letters and other characters, of course, 
then appear in reverse. (Nevt page) 


1 Visible fivid supply —32-oz. 
tank~—no pump! 

2 Adjustable pressure contro! 
—longer runs. 

3 Positive master clamp—easy 
to operate! 

4 Automatic centering of print— 
new raise-and-lower control. 

5 Eye-easy reset counter— 

just where you want it. 


eeeeceocaeeeeeecoeeeee 


6 Large capacity rotary feed— 
150 copies por minute! 

7 Perfect registration—prints 
any size up to 9” x 15", 


PRICED FAR LOWER THAN ANY 
COMPARABLE MACHINE... 

ASK YOUR HEYER MAN, OR WRITE 
FOR COMPLETE INFORMATION, 


THE CORPORATION © Established 1903 
1850 South Kostner Avenue + Chicago 23, Illinois 


New York, 3 Los Angeles, 26 
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Davidson's No. 251 


Anken’s No. 1 processor 


The master is placed on the rotating 
drum of the duplicating machine. As 
the copy paper is fed into the machine, 
it is moistened slightly as it comes in 
contact with either a roller or a wick. 
The moistening agent is a_ solvent 
which has an alcohol base. Relatively 
little is applied, so that it evaporates 
quickly, but it is sufficient to pick up 
a thin layer of aniline dye from the 
master, and this dye remains on the 
copy paper. 

Since each copy removes a small por- 
tion of the dye from the master, the 
copies become fainter as a run con- 
tinues. It is generally agreed that a 
master can produce from 300 to 400 
satisfactory copies, but runs of up to 
600 copies have been claimed. The 
longest runs are possible when purple 
carbon is used. Five colors are nor- 
mally available, all of which can be 
printed simultaneously, but purple 
gives the best results. 

A number of manufacturers claim 
operating speeds of from 100-120 cop- 
ies a minute, and one company lists 
a maximum rate of 200 copies a 
minute. Other makers, however, feel 
that this type of equipment produces 
the best results at speeds between 60 
and 85 copies a minute. Copies are 
estimated to cost from one-quarter to 
one-third of a cent apiece. 


The Equipment 


Copy-Plus, Ine. 

Illustration. Page 45. 

Model. “Curvette.” 

Maximum Copy Size. 9 by 17 in. 

Power. Hand. 

Features. Resettable counter (op- 
tional); automatic liquid control; hand 
or automatic feed optional. 

Dimensions, Height, 12 in.; the base 
measures 12 by 22 in. 

Price. $174.50 list. 

Other Models. Other models include 
the electrically driven “Micromatic,” 
and the “Ambassador,” designed tor 
“block-out” duplicating and office sys- 
tem forms. Prices $159.50 to $545. 


A. B. Dick Co, 

Illustration. Page 45. 

Model No, 226. 

Maximum Copy Size. 8% by 13% 
mches. 

Power. Hand. 

Features. Automatic feed, automatic 
copy counter. 

Dimensions. Length, 31 in., includ 
ing receiving tray; width, 18!) in. in 
cluding crank; height, 10 in. 


OFFICE MANAGEMENT 


Ditto, Ine. 

Illustration. Page 48. 

Model No. D-11. 

Maximum Copy Size. 8% by 13% 
in. 
Power. Electric. AC model supplied 
unless DC requested. 

Features. Reset counter; automatic 
feed. 

Dimensions. Height, 10 in.; length, 
31 in.; width, 18 in, (Not including 
stand.) 

Price. $345. 

Other Models. No. D-10 is similar 
but is hand operated. Also available 
are four other models, varying in size 
and capacity, including No. D-45, a 
systems duplicator. 


Duplicopy Co. 

Illustration. Page 45. 

Model No. A-44. 

Maximum Copy Size. 8% by 14 in. 

Power. Hand. 

Features. “Magic Fluid Flow,” 
which is an automatic fluid feed; auto- 
matic paper feed; meter for counting 
copies. 

Dimensions. Length, 14% in., 
width, 154% in.; height, 11 in. 

Price. $169.50, list. 

Other Model. No. H-44, a similar 
model with a hand feed. 


Hectographia Corp. 
Model No. AF 51. 
Maximum Copy Size. 8, by 14 in. 
Power. Hand. 
Features. Automatic feed; automatic 
liquid feed. 
Dimensions, 19 by 15 by 9 in. 
Price. $129.50., plus F.E.T. 


The Heyer Corp. 

Illustration, Page 48. 

Model No. “Conqueror,” No. 70. 

Maximum Copy Size. 9 by 14 in. 

Power. Hand. 

Features. Reset counter; automatic 
feed; automatic fluid feed. 

Price. $185, plus F.E.T. 

Other Model. A new electric model, 
No. 76 is to be marketed shortly. 


Master Addresser Co. 

Illustration. Page 48. 

Model No. 101. 

Maximum Copy Size. 8 by 131) in. 

Power. Hand. 

Features. This is a small portable 
model in which the master is laid flat, 
facing up. Copy paper is brought into 
contact with the master beneath a roller 
which is drawn across the bed of the 
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Tools of the Office 


machine. The machine has a carrying 
case. 

Dimensions. The base measures 9 
by 18 in.; height is 4 in. 

Price. $39.50. 

Other Models. Other models include 
a post card printer. 


Old Town Corp. 

Illustration. Page 48, 

Model No. 9F. 

Maximum Copy Size. 9 by 17 in. 

Power, * sctrical; uses AC unless 
DC is s,.: ified. 

Features. Reset counter; automatic 
feed; adjustable operating speed. 

Dimensions. Length, 27 in.; width, 
14 in. 

Price. $580. 

Other Models. No. 9S is described 
as a “school model” while No, 9H is a 
hand model. No. 14E is a wide capac- 
ity electric model, and No. 14H is a 
wide capacity hand model; they can 
handle material measuring 14 by 17 
in. Prices range from $175 to $710. 


Smith-Corona, Ine. 
Illustration. Page 48. 
Model No. 918 LEE. 
Power. AC or DC. 


Features. Copy counter; automatic 
feed. 


Price. $630. 


Speedliner Co. 

Illustration. Page 45. 

Model. “Speedliner” No. 74. 

Maximum Copy Size. 8% by 14 in. 

a Hand. 

Price. $84.50, plus $5.07 F.E.T., 
cluding supplies. 

Note. These duplicators are the line 
formerly manufactured by the Speed 
liner Division of the American Photo 
copy Equipment Co. The Speedliner 
Co. purchased this division last year. 


Wolber Duplicator & Supply Co. 

Illustration. Page 48. 

Model No. “Copy-Rite” No. L-54. 

Maximum Copy Size. 8, by 14 in. 

Power. Hand. 

Features. Automatic feed; reset count 
er. 

Dimensions, Width, 19 in.; length, 
28 in.; height, 12 in. 

Price. $188.50, plus F.E.T. 

Other Models. Two hand-operated 
and one electric Copy-Rite duplicators. 
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Multigraph 


The Process 

The term “Multigraph” is a trade 
name of the Addressograph-Multi- 
graph Corp. The word has been used 
to refer to any of the office duplicat- 


ing machines manufactured by that | 
company, including those of the “Mul- | 


tilith” line. However, the term has 
been most widely used for a number 
of years to refer to a type of small 
printing press manufactured by Ad- 
dressograph - Multigraph which oper 
ates on a principle quite different from 
those of standard office duplicators. It 


is this latter type of machine to which | 


this section refers. 

The Multigraph is a kind of small 
printing press, using movable metal 
type. The type, which is set by hand, 
is designed to fit into slots on the ma 
chine’s rotating drum. The drum is 
then covered by a wide inked ribbon, 
and as the drum rotates, the type 
prints, through the ribbon, on paper | 
fed into the machine. The resulting 
impression closely resembles standard 
typing; the Multigraph, therefore, is 
often used for form letters and similar | 
material. Various type styles can be 
used, | 

The ribbon can be removed, how 
ever, and the type inked from rollers. 
Used this way, the Multigraph is ac- 
tually a small printing press. It is often 
employed in this manner to print let | 
terheads, illustrations, forms, etc. 

Because typesetting takes more time | 
than cutting a stencil or making a 
liquid or gelatin master, the Multi | 
graph is best used on long runs. It is 
especially well adapted to work which 
requires periodical changes in the orig- | 
inal material, as, for example, the | 
prices in a price list. Its running costs | 
tend to be slightly above those of sten 
cil duplicators, but its work is gener 
ally superior in neatness and in its 
resemblance to original typing. 


| 


The Equipment 
Addressograph-Multigraph Corp. 

Illustration, Page 48. 

Model No, 250. 

Maximum Copy Size. Using ribbon, 
74 by 13% in.; with wide ribbon and 
minor changes, width can be increased 
to 8% in. Using ink, 8% by 13% in. 

Power. Electric. Can be wired to 
use any local current. 

Features. 


| 


Automatic feed; feeder 
magazine with capacity of 5,000 sheets 
of 20-lb. paper; sheet detector, which | 
by-passes double sheets: automatic re 
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UL Approved 
AAl- Electric 


even the smallest firms. 


“According to a dependable inde. 
pendent survey 35% of all typing 
is copy typing 


— 

! 

I 

| printed forms 
1 

1 

1 

1 

! 


| Toronto, Ont 
_——_-”"-_ 


Eliminate 
35% of Your 


» Typing 
¢ with this new 
COPYING MACHINE 


Ends Costly 
Outside 
Copying, 
too! 


Photocopies Anything Instantly 
—Right in Your Own Office 


Save hours of typing time daily 

. . eliminates all copying 
errors. Now just flip a switch 
—and in seconds make an exact 
copy of any letter, form, con- 
tract, invoice, catalog sheet or 
report. This revolutionary dry 
photocopy machine copies any 
original up to 11” wide, any 
length—written, printed, typed 
or drawn on one or two sides. 
Used and approved by thou- 
sands of leading companies— 
yet priced within the budget of 


Lifetime Service Guarantee 


American Photocopy Eaquigment Co 

1970 W. Peterson, Chicago 26, Illinois 

Rush me new tree Photocopy Information Kit conteming 
booklet on the Apeco Auto-Stat, plus separate foiders on 
copying tas returns, Color Copying and copying on pre- 


0 


Address ___ 


City . State 
in Canada: Apeco of Canada, Lid., 134 Park Lawn Road, 


Name . en y 
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Cormac processor 


oe ye amma 


Peerless “Dri-Stat” combination 


| dl 
- @ 


Haloid “Foto-Flo” model C 


set counter with capacity of 99,999; 
automatic ribbon reverse; variable 
speed, with speed indicator; automatic 
12-roller style ink mechanism; leveling 
feet at each corner of machine. 

Dimensions, Floor area, 27 by 66 
in.; overall height, 46 in. 

Price. $1,880 to $2,100, f.o.b. Cleve- 
land, plus F.E.T, and state taxes. 

Other Models. Five other models. 


Offset 


The Process 


The offset method of duplication, as 
used in the office, is actually a simpli- 
fied form of photo-offset lithography, 
a printing process long used in the 
publishing industry. Both methods are 
generally referred to simply as “offset,” 
although the office method is also 
known as “multilith,”’ after the trade 
name “Multilith,” which is the prop 
erty of the Addressograph-Multigraph 
Corp. 

Basically, this method works on the 
principle that oil and water do not 
mix. Thus, if a picture or a message 
could be prepared by merely drawing 
it with water on a flat surface, and if 
this surface were then exposed to an 
oily ink, the ink would stick only to 
the dry areas of that surface. 

Since the ink would be “washed 
off” the moistened areas, the plate 
could then be used for printing the 
original picture or message. 

This is exactly what happens in off 
set printing. The key to its success, 
obviously, lies in using a satisfactory 
method of writing or drawing -with 
water, 

Actually, this can be done quite 
simply. It is merely necessary to write, 
type, or draw on a master with some 


A. B. Dick’s No. 450 “Mimeograph” 
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greasy substance, such as a greasy ink, 
and then to bring the master into brief 
contact with water. The water is re- 
pelled by the inked lines, while the 
remainder of the master (the white 
areas) is moistened. In effect, the 
original message has now been writ- 
ten in water, or, more accurately, it has 
been written dry on a wet background. 
Now it is only necessary to bring the 
moistened master into contact with an 
oily ink. The ink sticks to the areas 
that were originally inked, since they 
repelled water when the master was 
exposed to water, and it is washed off 
the areas that were originally white. 
The master is now ready to print. 


In order for the master to print suc 
cessive copies clearly and cleanly, it 
must be re-inked for each copy. In 
order to be re-inked properly, it must 
first be moistened each time. The 
master, therefore, is clamped to a cyl 
indrical drum. As the drum rotates, 
the master is passed first beneath a 
water roller and then under an ink 
roller. As it continues to rotate, the 
master is alternately moistened and 
inked, moistened and inked. 

A refinement of the printing process 
now is introduced. The master, in- 
stead of printing directly on the copy 
paper, makes contact with a cylinder 
covered with a rubber blanket. The 
ink is transferred to this blanket cyl 
inder. This cylinder is also in contact 
with the copy paper, and as it rotates, 
the ink is taken from the master and 
printed on the paper. This blanket 
cylinder, in other words, “offsets” the 
printing from the master to the final 
copy. It is the use of this offset cylin- 
der that gives the process its name. 

The offset cylinder, being rubber, 
presses the printed image firmly into 


Addo’s No. 500 “Roneo” model 
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Tools of the Office 


the paper stock. Thus, half tone photo- 
graphs can be printed even on rough 
paper. 

The offset process is especially well 
suited to long runs, into thousands of 
copies, but it may also be used satis- 
factorily for runs as short as 50 copies. 
The maximum length of the run var- 
ies with the type of master used. Paper 
masters give the shortest runs—approx- 
imately 5,000 copies—while plastic and 
aluminum masters give the longest. 

Masters are normally made for office 
work as described above, using type- 
writer or hand implements. They can 
also be made by photochemical pro- 
cesses, which makes it possible to dupli- 
cate photographs, letterheads, etc, 

One of the special advantages of the 
process is that it permits simultaneous 
duplication both of a letter and the 
business letterhead, or of both a form 
and the filled-in contents of the form. 
Offset masters can also be made by 
xerography. 

Corrections to a typewritten master 
can be made simply by erasing with a 
pencil eraser and retyping. While only 
one color can be printed at a time, inks 
are available in numerous colors. 

Office offset equipment can turn out 
from 2,500 to 5,000 copies an hour. 
The work is of high quality, but it re- 
quires somewhat closer supervision on 
the part of the operator than do some 
of the simpler duplication processes. 

Because the masters are easy to pre- 
pare, and because the results are ex- 
cellent, this method is growing rapidly 
in public favor. Cost per copy is a 
fraction of a cent. 


The Equipment 


Addressograph-Multigraph Corp. 

Illustration, Page 49. 

Model No. Model 81 “Multilith.” 

Maximum Copy Size. 9, by 13 in. 

Power. AC. DC model available. 

Features. Automatic or hand feed; 
operating speed variable from 2,500 to 
5,000 copies per hour; reset counter; 
automatic ink feed; accurate registra 
tion to permit reruns in additional col 
ors; optional side or rear delivery. The 
machine can be operated from seated 
position and can handle different sizes, 
shapes, and weights of paper, without 
changing adjustments, 

Dimensions. Width, 20 in.; length, 
43 in.; height, 35% in. 

Price. $890 to $1,300. 
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Other Models, Six other Multilith 
models, varying as to size, capacity, and 
features. 


Davidson Corp. 

Illustration, Page 50. 

Model No. 251. 

Maximum Copy Size. 9% by 13 in. 

Power. AC or DC. 

Features. Operating speed variable 
from 2,400 to 5,400 copies per hour; 
automatic suction feed; double sheet 
eliminator; copy counter; automatic 
ink feed; accurate registration to per- 
mit reruns in additional colors. A 
noteworthy feature of this machine is 
that it can also be used for letterpress 
printing, by means of a simple ex 
change of certain parts, This makes 
possible printing from type, electro 
types, Linotype slugs, and rubber plates. 

This model works on a two-cylinder 
principle. When the machine is used 
in offset work, the large cylinder is 
used for two purposes, The offset 
master is carried on one half of the 
cylinder, so that as it rotates the master 
is first moistened and then inked, as 
in standard offset work. The inked 
impression is then offset to a cylinder 
of exactly half the circumference. 

As the smaller cylinder makes its 
second revolution (while the larger 
cylinder is making its first), it comes 
in contact with the second half of the 
larger cylinder. The copy paper is fed 
in at this point, and is pressed be 
tween the offset cylinder and the large 
cylinder. The large cylinder thus acts 
both as master and impression cylinder. 

When used for letterpress work, seg 
ments of the larger cylinder are changed 
so they can handle type, plates, slugs, 
etc., for printing in the manner of a 
small rotary press. 

Dimensions. Floor area, 28 by 61 in. 

Price. Approximately $2,762, f.0.b. 
Brooklyn, N. Y. 

Other Model. No. 241, which can 
be supplied in either an offset or letter- 
press version, or with interchangeable 
parts. 


Photocopy 
The Process 


Photocopying is, of course, a photo- 
graphic process, but the term “photo 
copying” is usually considered to be 
limited to those methods in which the 
images are made directly on sensitized 
paper rather than on film. 


OFFICE MANAGEMENT 


SIMPLE—This newest development in photocopy ma- 
chines, now available in one compact unit, 1642” x 2342” 
overall, with only one knob to turn, can be operated 
easily by any girl in your office. 


HANDSOME—Glossy black with white trim — looks well 
anywhere. 


ACCURATE—No matter how fine the detail, or what the 
| colors, if you can see it in the original you will see it in 
the photocopy. 


VERSATILE—Produces exact, letter-perfect copies up to 
14” wide—whether the original is single or double sided, 
| opaque or transiucent, white or colored. Photorapid's 
| legally accepted copies are ready for instant use, elimi- 
nating costly typing, hand copying and checking — or 
costly outside copying. With Photorapid you can make 
single side copies, double side (to reduce filing space), 
transparent copies for use as masters with diazo or bive- 
| prints, tissue copies for air mail — all at an unbelievably 
|low cost. Also two-part models for copying from books 
without removing or injuring pages. 


FAST— In seconds your finished, perfect copy is ready. 
Write for UNIQUE ADVANTAGES 


details Closed tight when not in use 
Os — solution keeps longer. Non- 
~~ 


metallic construction prevents 


corrosion, 
Dept. E-3, 105 Chambers St., New York 7, N. Y. 


| CONSTAT gives you 
| exact copies instantly 


Don't wait for copies; make 
‘em yourself in 40 seconds 
with the new Portable 
CONSTAT Copy-Maker! 
CONSTAT saves countless 
hours and dollars for lawyers, 
researchers, professional and 
business men and women. 
Copies letters, book pages, 
documents up to 8144” x 14”. 
Light, compact. GUARAN- 
TEED. Prices: $39 to $161.50. 
Write for Free Folder Now! 


makers of the world s only truty portable photo coper 


| $60 High St. Deep River, Conn. 


F. G. Ludwig tne. 
560 High Street 
Deep River, Conn. 


| Kindly send Contoura-Censtat brochure. 
NAME 

COMPANY 

ADDRESS. seg Bovses 

city . STATE. 
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Dansen B-5 “Dynagraph” 


Essentially, there are two photocopy- 
ing methods. In one of these, the orig- 
inal material is placed in direct con- 
tact with the sensitized paper, while 
in the other a camera is used, Most 
office photocopiers operate on the first 
of these principles. The two methods 
may be explained as follows: 

1. The first method, in which the 
original material is placed in direct 
contact with the sensitized paper, is 
itself capable of two applications, direct 
and reflex. 

In the direct method, the sensitized 
paper is exposed to light passing 
through the original material. The 
letters, lines, and other dark areas of 
the original block the passage of the 
light so that the sensitized paper is 
unaffected by it. Where light strikes 
the paper, the paper turns dark. Thus, 
the first result of the exposure is to 
produce a negative, in which a standard 
letter would appear with white letters 
on a dark background. 


If the original and the sensitized 
paper are placed face to face, the writ- 
ing is reversed—in other words, it 
reads backwards. If the original is 
placed face up on the copy paper, and 
the latter also is face up, the copy will 
read correctly from left to right. In 
both cases the copies are negatives. 

The direct method, obviously, is 
suitable for use only with material on 
translucent paper, with writing on only 
one side. 

In the reflex method, the light rays 
pass through the sensitized paper from 
behind it, and are reflected onto its face 
from the original material. Since this 


Print-O-Matiec’s No. 5-A 


Hart’s No. 249 


is the method that must be used with 
original material having writing on 
both sides, standard office machines are 
designed to operate this way. Their 
operating instructions provide for plac- 
ing the original and the sensitized sheet 
face to face. This, of course, produces 
a copy that is both negative and re- 
versed, but the second step in the pro- 
cess reverses the reversed negative and 
produces a right reading positive. 

In this second step, the negative copy 
is fed back into a processor with an- 
other sensitized sheet which will be- 
come the final copy. 

The two sheets pass through a chem- 
ical solution which develops the image 
on the negative, and they merge from 
the photocopier pressed together. They 
are left face to face for about fifteen 
seconds. 

The chemical properties of the final 
copy sheet are such that the image is 
taken from the negative during this 
period and transferred to the final sheet 
as a positive. 

It should be noted that although this 
is considered a “dry” process, it is so 
only relatively. It requires the use of a 
liquid agent. 

Copies made with equipment of this 
type cannot be enlarged or reduced in 
the process. Complete processing from 
original to copy normally requires from 
30 to 60 seconds. 

2. The second basic method consists 
simply of standard copying with a 
camera. This permits enlargement and 
reduction of the original 
Equipment of this type produces neg- 
atives which can be reprocessed if posi- 


material. 


Post-O-Graf “Roswell” model 


OFFICE MANAGEMENT 


Heyer “Lettergraph” model C 


tives are desired. Generally a prism 
arrangement is used so that negatives 
read correctly from left to right. 

Photocopying, using either method, 
is best employed where from one to 25 
exact copies are desired. It permits du- 
plication of original drawings, photo- 
graphs, letterheads, etc. In smal] quan- 
tities, the process is faster than pre- 
paring typed copies or masters for re- 
production by other methods. 

Manufacturers estimate the cost per 
letter-size copy at between eight and 
nine cents. 


The Equipment 


American Photocopy Equipment 
Co. 

Illustration. Page 49. 

Model. Apeco “Auto-Stat.” 

Type. Combination printer and pro- 
cessor. 

Maximum Copy Size. Width, 11 in.; 
length, unlimited. 

Power. AC. DC units available. 

Dimensions. 22 by 10 by 8 in. 

Price. $380. 


Anken Film Co., Ine. 
Illustration. Page 50. 
Model No. Anken “Processor” No. 1. 
Type. This unit provides for a modi- 

fication of the usual photocopying pro 

It is not, in itself, a complete 

transfer process, but it makes it pos- 

sible to produce positive copies with- 
out having to use two sheets of sen- 
sitized paper. 

This unit is used to process sensitized 
paper which has been exposed in the 
usual manner in any standard printer. 


cess, 


Speed-O-Print’s No. 300 “Liberator” 
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NEW DRI-STAT “Bright-Light” paper offers, 


for the first time, office photocopying that truly deserves the 
name. Developed by Peerless Photo Products, Inc., DRI-STAT 
“Bright-Light” paper allows you to make sharp, clear, black- 
and-white photocopies of any original, under the normal levels 
of illumination in today’s modern offices . . . fluorescent or in- 
candescent light of fairly high intensity, or subdued daylight. 
Here, at last, is a paper that will give you good results under 
four to five times more light than you could ever work in before. 


Now you can really make full use of transfer-process photo- 
copying ...the modern, quick, inexpensive method of making 
exact copies of anything written, drawn, or printed... any- 
where in your office. No longer need you put up with the 
inconvenience of having to locate your photocopy equipment 
in an out-of-the-way corner, a stuffy closet or a crowded 
stockroom. When you use the new DRI-STAT “Bright-Light” 
paper, you can put your photocopy equipment right where 
you want it... right where it’s most convenient and comfort- 
able to use .. and get sparkling, clear, black-and-white copies, 
regardless of room illumination. 


DRI-STAT papers give these amazing results not only on 
DRI-STAT equipment, but with almost every other type of 
transfer-process photocopying equipment now on the market. 
If you already have such equipment, try DRI-STAT papers 
and see the improvement! 


You Save Time and Money with DRI-STAT 
You can copy originals up to 11” by 17” in size on DRI-STAT 
equipment, or continuous strip matter up to 12” wide. Results 


are equally good from opaque or translucent originals, since 
copying can be done either by the reflex or the contact method. 


DRI-STAT vellum paper can be used to produce a translucent 
“master” from which multiple copies can be reproduced by 
the diazo process. 


Send the coupon today for full details » L_. — 
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Make Office Photocopies 
in Brighter Light 
on Peerless DRI-STAT 


“Bright-Light’ 
Paper 


DRI-STAT equipment takes up less space than a typewriter, 
can be used right in the department (or branch office) where 
photocopies are needed. The originals never leave your pos- 
session. Copies are ready in less than one minute, cost less 
than 10 cents apiece. 


Convenient, Easy to Use 

Anyone in your office can quickly learn how to make good 
DRI-STAT copies. No extra help with special training is 
needed. No darkroom is needed, and there are no messy trays 
of developing solution. 


DRI-STAT papers and equipment are wholly ‘manufactured 
in the United States, which means consistent quality and 
dependable delivery. DRI-STAT is sold only through factory- 
trained Peerless distributors, all of whom are well qualified to 
give you professional counsel on your reproduction methods. 


Ask for a Demonstration 
Try DRI-STAT papers on your own work. For a demonstra- 


tion, call or write your Peerless distributor, or clip and mail 
the coupon below. 


.-----@----------------, 


DRI-STAT Division 
PEERLESS PHOTO PRODUCTS, Inc. 
Shoreham, Long Island, New York 


[) Vd like to see a demonstration of 
the DRI-STAT pocess on my work. 


TAT () Please send me your free brochure 


describing the DRI-STAT popers 
and equipment 


Pei iancnsvstininsesenececncensiniosahiiinnsinsdimiimpiniidantianeiteenhnpediitendibmaaes 
(Clip or staple to your business card or letterhead) 
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Rex-Rotary’s No. D-270 


Harding No. 160 “Geha Automat” 
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The original sensitized paper, how- 
ever, is then fed, by itself, into the 
Anken unit, where it is processed and 
converted into a final copy. Special 
“Ankopositive” paper is used. 

Either the direct or reflex methods 
can be used. Thus, if the original ma- 
terial is on translucent material and 
has writing on only one side, a right- 
reading positive can be produced di 
rectly on the one sheet. 

If the original material is opaque, or 
has writing on two sides, the result is 
reversed. In this case, if a right-read- 
ing copy is desired, this copy is fed 
into the printer with a second sheet 
of the speciakvsensitized paper and the 
process is repeated, 

Maximum Copy Size. Width, 14 in.; 
length, unlimited. 

Power, 110-volt AC. 

Dimensions. Width, 12 in.; length, 
24 in.; height, 6 in, 

Price. $375. 


Copease Co. 

Illustration, Page 50. 

Model. “Copease Duplex.” 

Type. Combination printer and pro- 
cessor. 

Maximum Copy Size. Width, 14 in.; 
length, unlimited. 

Power. 110-volt AC; converter re- 
quired for DC. 

Dimensions. Length, 27 in.; 
10 in.; height, 10 in. 

Price. $434. 

Other Models. Processors (develop 
ing units), both electrical and hand 
operated; (exposing 
units); and one plate maker. These 
vary in size. Printer prices are $119.50 
and $199.50; processor prices range 
from $96.50 to $249.50; and the plate 
maker is priced at $590. The printers 
can copy pages of a book without re 
moving the pages. 


width, 


two printers 


Copy-Craft, Ine. 
Illustration. Page 50. 
Model. 


model, 


“Photorapid” combination 

Type. Combination printer and pro 
cessor. 

Maximum Copy Size. Width, 14 in.; 
length, unlimited. 

Power, 110-volt AC. 

Dimensions. 16% hy 23% by 7% in. 

Price. $449, 

Other Models, Printer and processor 
available as separate units at $149 and 
$171 for the printer (two sizes) and 
$200 and $227 for the processor (two 
sizes). The smaller units accommo- 


OFFICE MANAGEMENT 


= 


Speed-O-Matic model 


date paper up to 8% by 14 in., the 
larger units, 13 by 17 in. The printers 
can copy the pages of a book without 
removing them from the book. 


Cormac Industries, Inc. 

Illustration. Page 52. 

Model No. 14. 

Type. Two units—printer and proc- 
essor are separate. 

Maximum Copy Size. Width, 14 in.; 
length, unlimited. 

Power, 110-volt AC. 

Dimensions. 23% by 92 by 6 in. 

Price. $399, list, including printer 
and processor. 

Other Models. No. 9, with a copy 
width of 11 in., is priced at $339, in- 
cluding printer and processor. Printers 
can be used to copy pages from books 
without removing the pages. 


General Photo Products Co., Ine. 

Illustration. Page 50. 

Model. “Exact-Phote-Copy” combin- 
ation unit, 

Type. Combination printer and pro- 
cessor. 

Maximum Copy Size. Width, 12 in.; 
length, unlimited. 


Minnesota Mining’s “Thermo-Fax” 
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Tools of the Office 


Power. 110-volt AC. 
Dimensions. Width, 20 in.; depth, 
15 in.; height, 10 in. 

Price. $375. 

Other Models. A processor, listed at 
$175, and hand operated units, priced 
from $105. 


The Haloid Co. 

lilustration. Page 52. 

Model. “Foto-Flo” model C. 

Type. Uses camera, which permits 
enlargement and reduction of original 
material. 

Maximum Copy Size. 18 by 24 
nches (print size). 

Power. 115-volt AC or DC. 

Features. Conveyor system by which 
prints move automatically through de- 
veloper and hypo tray, assuring uni- 
formity of processing, and eliminating 
print handling and agitation or pad- 
dling in the hypo tray. Warning sig- 


nal to inform operator when print 
transport mechanism is clear enough | 
to take another print. Automatic main- | 
tenance of developer level and strength. 
Automatic shutter timer and print 
counter. Developing time controlled | 
at 45 seconds per print, but optional 
unit permits variation. from 30 to 90 
seconds. Prism arrangement to give 
right-reading copies; copies are nega 
tives, but positives may be obtained by 
reprocessing the negative. 


Installation requires water supply, | 
and required accessories are wash tank 
and print dryer. 

Dimensions, Length, 10 ft.; width, 
2 tt., 6 in.; height, 7 ft., 6 in. 

Price. $2,950, net, at shipping point. 
Accessories approximately $800. 


F. G. Ludwig, Ine. 

Illustration. Page 52. 

Model. “Contoura.” 

Type. A portable printer, used nor- 
nally with “Constat” processor, but 
can be used with wet process develop 
ing. 

Maximum Copy Size. 8. by 14 in. 
tor legal-size model; 8 by 10 in. for 
research-size model. 

Power. 110-120-volt AC or DC, ad- 
iptable to 220 volts, 

Features. ‘Can copy pages from a 
book without removing the pages; 
small and light enough to be carried 
in a brief case; carrying case available. 

Dimensions. Legal-size, 9Y, by 14% 
by 2% in.; research-size, 84% by 10% 
by 2% in. 
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J Is it simple to operate? Only 
with the new Gestetner 260 can 
you merely set the ink-density 
selector, dial the number of copies 
desired ...and let the machine 
do the rest! 


JY Is it clean to operate? Only 
Gestetner uses poste ink —from a 
tube that clips into the machine. 
No pods, cans, brushes— no fuss 
or mess. 


Jf A range of colors — easily 

changed? Only Gestetner offers 
more than a dozen attractive col- 
ors which can be changed quickly, 
easily — with no need to wash 
rollers or drums! 


Nothing like it... Gestetner Model 
260, the only duplicator with Contin- 
umatic Inking. 7 Is the price right? Most people 
ore genuinely surprised at the 

Gestetner's low price —for a ma- 

chine so beautifully designed, so 

’ sturdily built, with so many unus- 

val advantages. See for yourself! 


There is only one way to be sure you are getting the duplicator that 
best fits your needs . . . compare! If you don't know the name of your 
nearest Gestetner dealer, use the coupon below. It will also bring 
your copy of a new booklet that will be valuable no matter what 
kind of duplicator you purchase. 


DUPLICATING AT ITS FINEST .. . SINCE 1881 


— 


a SALES AND SERVICE FROM COAST TO COAST 


Gestetner Duplicator Corp., Dept. 34, 
50 Mclean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me o copy of your new booklet “30 Ways to Get the 
Most from Your Duplicating Equipment.” 


Name 


Company 


Address 


City, Zone, State 
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Price. Legal-size, $59; research-size, 
$39. 

Other Model. Constat processor, 
which measures 6 by 12 by 4 in, and 
weighs 8 lbs., priced at $55. 


Peerless Photo Products, Inc. 
Illustration. Page 52. 
Model. = “Dri-Stat” 

Printer and Processor. 
Type. Combination printer and pro 

cessor. 

Maximum Copy Size. Width, 12 in.; 
length, unlimited. 

Power. 110-115-volt AC. 

Dimensions, Width, 21 in.; depth, 
7 in.; height, 14 in., approximately. 

Other Models, The flat-bed printer, 
pictured on page 46 of the January 
issue of this magazine, has a printing 
capacity of 9 by 15 in. and can copy 
pages from a book without removing 
the pages. The model A_ processor, 
with separate motor drive, is available 
in two sizes capable of handling un- 
limited lengths of material 12 or 18 
in. wide. The model M processor has 
a 12-in, width capacity. 

The Tupper-Peerless mobile copying 
camera uses wet process photocopying, 
and can make size-for-size or half-size 
copies. The copying cycle is automatic, 
with push-button control of 


Combination 


lights, 


shutter opening, and paper travel, Cop- 
ies are right-reading negatives, but 
positives may be produced by photo- 
copying the negative. The manufactur- 
er claims the unit will copy 400 to 
500 originals an hour. 

This camera is 18 in. wide, 50 in. 
long, and 52 in. high, weighs about 
400 |bs., but is mounted on wheels so 
that it can be moved from office to 
office as required. 


Remington Rand Ine. 

Illustration, Page 52. 

Model. “Transcopy Duplex.” 

Type. Combination printer and_pro- 
cessor. 

Maximum Copy Size. Width, 14'4 
in.; length, unlimited. 

Power. 110- or 220-volt, 60-cycle AC. 
Dc available. 

Dimensions. Width, 15% in.; height, 
6% in.; length, 21% or 27% in. (two 
models). 

Prices. $410 and $575. 

Other Models. Two sizes of the 
“Transcopy,” a processor; two sizes of 
the “Portagraph,” a printer which can 
copy pages from books without reinov- 
ing the pages. 


Stencil 


The Process 


The stencil method of duplicating has 
been established for so long a time 
that the name “Mimeograph,” which 
is actually a trade mark of the A. B. 
Dick Co., has come to be used widely 
(with a small “m”) to mean any sten- 
cil duplicator. 

This method makes use of the fam- 
iliar device called a stencil. Letters, 
drawings, or other designs are cut in 
an otherwise impervious sheet, and 
when this sheet is placed over another 
and painted with ink, the ink passes 


Tools of the Office 


through the openings and reproduces 
the design of those openings on the 
sheet beneath. 

Stencils are easily prepared by typing 
(the typewriter ribbon is not used) or 
by drawing or writing with a stylus. 
The pressure of the type or of the 
stylus causes the soft coating of the 
stencil to be pushed aside so that ink 
will flow through the openings. Sten- 
cils can also be prepared by the fac- 
simile process. 

The master is wrapped around the 
rotating drum of the machine, ink is 
supplied to the inside of the drum, and 
as copy paper is fed into the machine 
and into contact with the drum, ink 
passes through the openings and makes 
an impression on the paper. 

Stencil duplicators ope:ate at speeds 
of up to 200 copies a minute. They 
can be used with inks of any color. 

Two popular types of stencil are 
available. The wax type will make be- 
tween 300 and 400 copies, but standard 
“dry” stencils are usable for up to 
5,000 copies, and. further, are better 
suited to the copying of drawings or 
art work. Some stencils are considered 
capable of making up to 15,000 copies. 
A third type, photomechanical stencils, 
more difficult to prepare, can be used 
for hundreds of thousands of copies. 

Manufacturers estimate that on long 
runs a stencil duplicator can turn out 
copies at a cost of about one-fifth of a 
cent per copy. On shorter runs it is 
considered not quite as inexpensive as 
liquid or gelatin duplicators. 


The Equipment 
Addo Machine Co., Ine. 


Illustration. Page 52. 
Model No. “Roneo” No. 500. 
Maximum Copy Size. 8 by 131 in. 
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Haloid’s Xerographic fuser, model X processor, and No, 1 camera 
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hand-operated. 

Features. Automatic feed; copy 
counter; automatic inking; pre-selector 
to stop machine automatically after de- 
sired number of copies have been print- 
ed; accurate registration; machine ad- 
aptable for use with short stencil, ac- 
commodating 37 lines of typing, as well 
as standard stencils. 

Dimensions. Base area 21 by 20 in.; 
height, 50 in., including storage stand. 

Price. $760. 

Other Models, Other models vary in 
size and capacity. 


$1,135. 


The Dansen Co. 

Illustration. Page 54. 

Model. “Dynagraph” No. B-5. 

Maximum Copy Size. 7% by 10 in. 
(printing area). 

Power. Hand. 

Features. Automatic feed; semi-auto- 
matic inking. 

Dimensions. Length, 17 in.; width, 
14 in.; height, 7% in. 


Price. $39.50. 


A. B. Dick Co. 

Illustration, Page 52. 

Model No. 450. (The term “Mimeo- 
graph” is a trade name of this com- 
pany.) 

Power. AC current, unless DC is 
specified. Can be hand operated. 

Features, Automatic feed; automatic 
counter; semi-automatic ink feed. 

Dimensions. Length, 46 in., includ- 
ing tray; width, 20% in.; height, 46% 
in., including cabinet. 

Other Models. A variety of other 
models, differing in size, capacity, and 
other features. 


Gestetner Duplicator Corp. 

Illustration. Page 44. 

Model No. 260. 

Maximum Copy Size. 8% by 12% 
in. Copy can be printed to within 1/16 
in. of either side of the paper. 

Power. AC or DC. 

Features. Automatic counter which 
shuts off machine when desired num- 
ber of copies have been run. “Continu- 
matic” inking, which uses a_ special 
paste-like ink from a tube and feeds it 
automatically to the drum; the manu- 
facturer considers the process unique 
and “completely clean” in operation. 
Variable speed control. Automatic feed. 

Dimensions. Width, 15 in.; depth, 
19 in.; height, 18 in. 

Price. $635. 


March, 1954 


Power. 115-volt AC or DC. Can be | 


Prices, $187.50 to | 


XEROGRAPHY At BELL AIRCRAFT CORPORATION 


SPEEDS PAPERWORK! 


December 12, 1953... Bell X-IA flies at record speed of 1650 miles per hour 


How XKEROGRAPHY 
Cuts Duplicating Costs 33 L% 


FOR BELL AIRCRAFT CORPORATION 


THE BELL X-IA is the world’s fastest airplane. 
Xerography is the world’s fastest, most versatile way 
to copy original material on to paper masters for 
offset duplicating. 

Bell Aircraft Corporation cuts duplicating costs 
3344% and speeds production of a vast variety of 
paperwork by using paper masters prepared by 
xerography. 

Forms, letters, bulletins, charts, graphs, manuals, 
engineering drawings, government regulations or 
anything written, typed, drawn or printed can be 
reproduced with photographic accuracy in about 3 
minutes on to an offset paper master for run off of 
multiple copies on an offset duplicator. Original 
copy may be enlarged, reduced or reproduced same 
size by xerography in XeroX Lith-Master* copy- 
ing equipment. With xerography, copies can be 
made from one or both sides of original material. 

For use in diazo type machines, translucent inter- 
mediates can be made from any original subject in 
the same speedy way. 


There is no limit to the versatility of the dry, 
electrostatic, direct positive xerography process in 
paperwork duplicating applications. 


SOME USERS IN 
DIFFERENT FIELDS 


AUTOMOTIVE 
Ford Motor Company 


BUILDING MATERIALS 

Notional Gypsum Co. 
CHEMICAL 

Cibo Pharmaceutical 

Products, Inc. 
EDUCATION 

University of Nebraska 
GOVERNMENT 

Federal, State, City 
INSURANCE 

America Fore Insurance 

Group 
MANUFACTURING 

Wallace Barnes Company 
METALS 

Aluminum Company of 

America 
OPTICAL 

Bausch & Lomb Optical Co. 
PETROLEUM 

Atlantic Refining Co. 
PUBLIC UTILITIES 


Peninsular Telephone 
Company 


*A trademark of The Haloid Company 


Write for ‘proof of performance’ folders showing how companies of all kinds are cutting 
costs and saving time with xerography. For instance: Certified Grocers of California, Ltd., 
saves $15,000 a year on Price List Order Book alone. H. 1. Green Co., Inc., saves 
$9,600 a year and speeds merchandise information and price lists to its chain of stores. 


THE HALOID COMPANY 


54-28X HALOID STREET © ROCHESTER 3, N. Y. 
CANADA: The Haloid Company of Canada, Ltd., 728 Bay St., Toronto 2, Ont 


XEROGRAPHY 


re 


The fastest, cheapest, most versatile way to make masters for duplicating 
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Other Models. Other models, hand- 
powered and electric and varying in 
size, range in price from $227 to $995. 


Milo Harding Co. 

Illustration. Page 56. 

Model. “Geha Automat” No, 160. 

Maximum Copy Size. 8, by 13% 
in. 

Power. 115-volt, 60-cycle AC. 

Features. Automatic pre-set and cut- 
off counter to stop machine after de- 
sired number of copies have been run; 
automatic feed; semi-automatic ink 


feed using paste ink; air blower to 
clean lint from copy paper. 


Dimensions. Floor area 24 by 28 in. 

Prices. From $295 to $675. 

Other Models. A hand-operated 
model, No. 75, and another electric 


model, No. 90-E. 


The Hart Mfg. Co. 

lilustration. Page 54. 

Model No. 249. 

Maximum Copy Size. 7% by 13% 
in. 

Power. AC or DC. 

Features. Automatic ink feed; count- 
er which counts sheets only; positive 
registration. 

Dimensions. Length, 29 in.; width, 


modular desks 


Complete 
full unit 


On any Desk Top 


Combine | .~rcpestar 
D & L (Drawers) 9.50 
it ara") 14.00 
<g 7 a S 
for DRAWER... 6.00 eS 
b 0 AUXILIARY Top. ve 
a’ nee 3 
— E-END PANEL ad 
eac <1 
efficiency | "au ™ 
lo ency For Desk Side 18.00 ot Sen 
tar e ° le 
ower G—TYPEWRITER DROP 
costs On Auxiliary Top ............. 


Completely 
Flexible! 


designed and 


manufactured 
by 


For complete Details, Prices, 
Send for Brochure. 


D & L OFFICE FURNITURE CO. 


61 W. Hubbard St., Chicago 10, Ill. 


Whitehall 4-3637 
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17 in.; height, 15 in. 

Price. $312.50, list. 

Other Models. Several hand-operat- 
ed models, 


The Heyer Corp. 
Illustration. Page 54. 
Model. Model C “Lettergraph.” 
Maximum Copy Size. 8% by 14 in. 
Power. Hand. 
Features. Automatic counter; auto 
matic ink feed. 
Price. $64.50, plus F.E.T. 
Other Models. A complete line. 


Keller Duplicator Co. 
Model No. B-639. 
Maximum Copy Size. 3 by 5 in. 

(Designed for post cards.) 

Power. Hand. 

Dimensions. Length, 12¥% in.; width, 
8Y, in.; height, 5% in. 

Price. $17.95, including supplies. 


Marr Duplicator Co., Inc. 

Illustration, Page 56. 

Model. “20th Century” model E. 

Maximum Copy Size. 7% by 14 in. 

Power. AC or DC, Can be operated 
by hand. 

Features. Automatic feed; automatic 
counter which counts printed sheets 
only; automatic ink feed; automatic 
stop at end of run; accurate registra- 
tion; variable operating speed. 

Dimensions. Length, 56 in.; width, 
20 in.; height, 46 in. 

Price. $845, plus $50.70 F.E.T. 

Other Models. Three hand operated 
models and three other electric models. 


Mimeo Mfg. Co. 

Model No, 175-Electric. 

Maximum Copy Size. 7% by 14 in. 

Power. AC or DC. Can be operated 
by hand. 

Features. Reset counter; automatic 
feed; automatic ink feed. 

Dimensions. Length, 30 in.; width, 
16% in.; height, 14 in. 

Price, $327.50, plus F.E.T. 

Other Models. Six, varying in size 
and features. 


The Multistamp Co. 
Illustration. Page 56. 
Model. Hand stamp stencil dupli 
cator No. 3 (postcard and large tag 
size). 

Maximum Copy Size. 3-3/16 by 
5% in. 
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Power. Hand, non-mechanical, This 
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mode! is actually in the form of a 
stamp, especially designed for use with 
post cards and for stamping forms, ad- 
dresses, etc. on labels and packages. 
Features. The manufacturer states 
that this stamp can produce 1,000 im- 
pressions without re-inking. It is in- 
tended to take the place of shipping 
labels. Stencils can be ordered in the 
form of labels, etc, 
Dimensions. 4, by 4% by 6% in. 
Price. $19.50 list, f.0.b. Norfolk, Va. 
Other Models, Similar models, vary- 
ing in size. 


Post-O-Graf Mfg. Co. 
Illustration. Page 54, 


Model: “Roswell” legal-size dupli- 
cator, 

Maximum Copy Size. 8, by 14 in. 

Power. Hand. 

Features, Automatic feed; open cyl- 
inder, which permits selective inking. 

Dimensions. Length, 28 in.; width, 
14 in.; height, 10% in. 

Price. $47.50, list, plus tax. 

Other Models. A_ similar model, 
priced at $42.50, is available in letter 
size, and both are offered in versions 
with hand feed for $10 less. The “Rap- 
id” duplicator is of the hand stamp 
“rocker” type, suitable for printing 
postcards, etc.; it is available in two 
sizes, priced at $4.95 and $8.50. 


DEVICES 


There is a Crown marking device for 
Any marking Problem— 


For the best in marking devices insist 
on the Crown Line. 


Write today for 100 page 


illustrated catalog £96; it’s 


FREE! 


vitand Oo.Ine 


80 DUANE 
NEW YORK 7, 


STREET 
N.  - 


OFFICE MANAGEMENT 


Tools of the Office 


The Print-O-Matic Co., Ine. 
Illustration. Page 54. 
Model No. 5-A. 
Power. Wand. 
Features. Automatic feed; 
counter; semi-automatic ink feed. 
Dimensions. 18 by 12 by 11 in, 
Price. $75. * 
Other Model. No. A-2. 


copy 


Rex-Rotary Distributing Corp. 

Illustration. Page 56. 

Model No. D-270. 

Maximum Copy Size, 8. by 17 in. 

Power. Electric and/or hand models 
available. 

Features. Variable speed motor; au- 
tomatic counter which can be used to 
stop machine automatically at end of 
run; automatic “pre-measured” inking, 
controlled by a selector dial; accurate 
registration; printing area to edge of 
paper. 

Dimensions. Length, 19 in.; width, 
12%4in.; height, 19 in, 

Price. $595. 

Other Models. The D-270 is avail- 
able in a number of modifications, with 
electric and/or hand power, with and 
without pre-measured inking, and 
varying in other features. 


The Speed-O-Matie Co. 
Illustration. Page 56. 
Model, “Speed-O-Matic.” 

Maximum Copy Size. 34, by 5% in. 

(designed for post card work). 
Power, Hand. 

Features. Automatic feed, capable of 
handling post card stock. 
Dimensions. Length, 12 in.; width, 

4 in.; height, 6 in. 

Price. $15.95 list, including supplies. 
Delivery. Immediate. . 


Speed-O-Print Corp. 
Illustration, Page 54. 
Model. “Liberator” No. 300. 
Maximum Copy Size. 7% by 13% 

in. 

Power. AC or DC. Can be operated 
by hand. 

Features. Automatic dual brush ink- 
ing; two-speed motor; automatic shut- 
off when last sheet is fed; optional 
reset counter; optional closed cylinder; 
Electric dual fans; accurate 
registration, 

Dimensions. Length, 341) in.; width, 
16 in.; height, 12 in. 

Price. $349.50. Optional reset count- 


(To page 67) 
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The “PRESIDENT’S” File 


A valuable addition to your office. Keep all your records 
under lock and key, away from prying eyes. Contains: Four 
regulation letter size, ball-bearing file drawers, two double 
drawers for 3 x 5 or 4 x 6 cards (6400 capacity) also used 
for leases, contracts or cancelled checks. Plus a secret vault 
for your valuables doubly protected by extra outer door with 
a 3-way locking mechanism. Vault has a 4" dial lock, only 
YOU know its combination. Made of heavy gauge steel. 
37%" high, 31'2" wide, 1812" deep. Olive green or Cole 


th. 


gray baked enamel finish. 


vo ws $6950 a 


Available in Grained Walnut, Mahogany or Knotty Pine finish $12.50 addi. +) AR 


S 
ERT tae 


| ) 
es “FILE VAULT” 


This attractive safety cabinet will add dignity to your 
office. Will pay for itself in saving valuables. Contains: 
two regulation letter size, ball-bearing file drawers, two 
double drawers for 3x5 or 4x6 cards (6400 capacity) 
also used for leases, contracts or cancelled checks. Plus 
a secret vault protected by a 4" combination dial lock 
hidden from view by outer doors under lock and key. 
Also has three compartments for books and a large shelf 
3134" wide, 17°’ deep for supplies. Overall size, 60°’ 
high, 3238" wide, 19’' deep. Olive green or Cole gray 


baked enamel finish. 


No. 992 LETTER SIZE 


No. 1092 LEGAL SIZE 


Similar to above No. 992 but | 
with two legal size instead of let- | 
ter size file drawers. 60° high, 
35%" wide, 19" deep. 


$9450 


LIFE 


The above cabinets in Grained Walnut, Mahogany or Knotty Pine finish $15.00 additional Pini ; 


Above are two fast-moving “Combination Units”... 
20 other models available, send for illustrations. 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, — 
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“SAMPLE” Cabinet 


10 and 11 DRAWER UNITS 


Gives protection to samples, 
drawings, art work, electros, 
etc. Roomy, smooth gliding 
bail suspension, steel draw- 


‘ 
ers, for sizes up to 19" x 24” “SALESMAN’S” DESK 


without folding. Green or This well made, beautifully finished steel desk is 
Gray. 37%" high. 


used where space is at a premium. Has 4 roomy 

drawers, an arm rest and a private compartment 
under lock and key. Perfect for receptionists and 

No. Wide High Deep| Wide High Deep Price students. 40’ wide, 29%2"' high, 18’ deep. Cole 

1722 10 DRAWERS 22%” 3”  17%4"| 25%” 37%" 18” | $59.95 gray er green falsh, 

1924 11 ORAWERS 245% 2% 19%2| 27%" 37% 20%"| 74.50 


No. 756 $3 4% 


STEEL STORAGE CABINETS 


Will pay for themselves many times 
over as valuable money savers in 


INSIDE DRAWER CABINET SIZE 


locating and ape impor- 


tant matter. For cancelled checks, 
drafts, catalogues, hardware, office 
forms, printed matter, artwork, cuts, 
photographs, tools, etc. Olive green 
or Cole gray baked enamel finish. 


DRAWER PARTITIONS 


No. 55 for 2712 No. 66 for 2712 
No. 2414 No. 655 for 2716 | No. 666 for 2716 


PRICE: 85¢ PER SET Order by Number 


Inside Drawer Outside Cabinet 
Size Wide High Wide High Deep Price 
No. 2712 2712 27 drawers Letter Size 9 3% 30% 37% 413% $39.95 
2716 27 drawers Legal size 9 3’ 30% 37% 17 49.95 
$ 95 2414 14drawers Cancelled Check 10% 4\ 23% 37% 25 69.95 
2773. 27 drawers Tabulating Card 7% 3% 265% 37% 25 79.95 


No. Consists of 


LOCK which will lock all drawers of any of above cabinets... $10.00 additional 


Cabinets listed above are available in Grained Walnut, Mahogany or Knotty Pine Finish at $12.50 additional 


siightiy higher le dé v t of tt Rockre 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 


COLE STEEL EQUIPMENT eter | 
285 Madison Avenu: a: —w York 7N a a 
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COLE safe-type STEEL CABINET 
Built for a life-time! 


Will keep your office supplies and printed matter clean and orderly. As a 
storage cabinet for hand tools, or valuables, will pay for itself by preventing 
pilferage. Used in many factories to minimize the loss of raw materials such 
as silk, rayon or leather. Doors are equipped with a two-way locking device 
controlled by a paracentric lock. Five adjustable compartments. Size 76" 
high, 36’ wide, 18'2'' deep. Olive green or Cole gray baked enamel. 


—— 


ADDITIONAL SHELVES for above $3.95 ea. 


No. 76R | Ki 


| $5995 | | 


$7450 


|| WARDROBE - aes 
With hot shelf plus Combination WARDROBE 
sed for coat hangers || and STORAGE CABINET 
76" h., 36" w., 1814". | 76" b., 36° w., VON" a. 
i} No. 76C 


The “JUNIOR” File no. 193 


Small enough to fit any 


nook, large enough to keep 
your letters, bills and per- 
sonal papers neat and or- 
derly. Two ball-bearing let- 
ter files PLUS a steel safety 
vault for your valuables hid- 
den from view by an outer 
door under lock and key. 
Only YOU know the dial 
combination. Heavy gauge 
steel, 16’ wide, 372" 
high, 1812" deep. Olive 
green or Cole gray fin- 
ish. Shipping weight: 
65 lbs. 


$4995 


Contains: Two ball-bearing 
letter files, a double drawer 
for 3x5 or 4x6 cards (3200 
capacity) also used for 
leases, contracts or can- 
celled checks. PLUS a 
secret vault for your 
valuables doubly pro 
tected by an outer door 
with a 3-way locking 
mechanism. Keeps all your 
records under lock and key. 
Heavy gauge steel, 16’’ wide, 
43" high, 18%" deep. Olive 
green or Cole gray finish. 
Shipping weight: 78 Ibs. 


$5675 


No. 198 and No. 961 available in Grained Walnut, Mahogany or Knotty Pine finish at $12.50 additional. 


SEND FOR OUR LATEST CATALOG 


STEEL EQUIPMENT COMPANY 
New York 17, N.Y 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos canbe located § Save money, transfer into low cost Prontos 


hard to find, collect dust and in a jiffy...stay neat and orderly and use your expensive cabinets over again. 
toke up 50% more room. Doubles your filing space. 


SANITARY BASES 
for ali size files $300 


There is a size made for every office record. These Pronto files 

are sturdily built of 275-lb. test fibre board, reinforced with 
FOLLOW steel on the shell and the four corners of the drawers as well. 
BLOCKS They cost no more than ordinary files! Can be interlocked into 
90¢ ADDITIONAL solid units and stacked to the ceiling. Beautiful in appearance, 
Made for any size file . ‘y » . 

finishec in olive green to match your regular office files. Will 


LETTER SIZE $ 3 55 last a lifetime. 


LEGAL size $435 ia © " 7 ce 
cHeck size $240 } oo 
Prices slightly higher in Texas, B 7 T eo Rg A G & Fi L t > “! 


Colorado and West of the Rockies 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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Tools of the Office 


(Continued from page 62) 


er, $10. F.E.T. additional, 

Other Models. Four hand-operated 
models varying in size, capacity, and 
features, in a price range from $29.56 
to $179.50, plus F.E.T. 


Thermo-Fax 


The Process 

The Thermo-Fax process is based on 
the physical fact that dark substances 
absorb more heat than do light sub- 
stances. Material to be duplicated is 
placed beneath a waxy paper which is 
sensitive to heat, and infra-red light is 
then beamed through it. The printed 
or written areas on the original, being 
dark, absorb the light rays and convert 
them to heat. The Thermo-Fax paper 
is darkened where it is exposed to heat; 
thus, the original writing is, in effect, 
burned into the copy paper. 

The copying process requires about 
15 seconds. The cost per copy is esti 
mated at between four and five-and-a- 
half cents, 

Since original material is placed in 
direct contact with the copy paper, this 
process does not permit enlargement or 
reduction in size. Opaque originals, 
however, may be used, and no masters 
need be prepared. Additions to the 
original can be made after a run is 
started, and deletions also are possible. 


The Equipment 


Minnesota Mining & Mfg. Co. 
Illustration. Page 56. 
Model No. 12. 
Maximum Copy Size. 8, by 14 in. 
Power. 110-volt, 60-cycle AC. 
Dimensions. Width, 36 in., height, 
40 in.; depth, 20 in. 
Price. $422, list. 


Verifax 


The Process 

Verifax is a process introduced by 
the Eastman Kodak Co. last year. It 
is unusual in that it uses photocopying 
methods to produce copies on ordinary, 
non-sensitized, office paper. 

The Verifax process begins in the 
manner of conventional photocopying. 
The material to be copied is placed face 
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to face with a sheet of sensitized pa- 
per, which in this case is called a ma- 
trix. The two sheets are inserted into 
the printer and light shines through the 
back of the matrix, 

As this light is reflected trom the 
light and dark areas of the original, 
chemical reactions occur on the matrix 
somewhat like those occurring in the 
production of a photographic negative. 
The matrix, however, instead of be- 
coming the conventional negative of 
standard photocopying, is used to print 
directly on standard office paper. 

The matrix is first placed in an “ac 
tivator” solution. As a result of chem- 
ical action, the portions of the matrix 


without first considering how you 


are going to use it. While there 


corresponding to dark areas (letters, 
numbers, etc.) on the original take the 
form of a dark substance, like a dye, 
which can be transferred to ordinary 
paper. The remainder of the matrix 
(corresponding to the white areas ot 
the original) is now, in effect, “fixed” 
so that it cannot be transferred. 

As the matrix emerges from the 
machine it is dried by squeegee action. 
It is placed face to face with a sheet of 
copy paper and the two sheets are 
pressed together by a roller, The “un- 
fixed” dark areas of the matrix are 
transferred directly to the copy sheet, 
producing a positive copy of the orig- 
inal material. 


is a slight difference in cost between the 


lowest grades of paper and the 


finest rag content paper, there is a 


world of difference in the paper itself. 


When you need boxed 
typewriter papers for 
permanent records, letters 
that require prestige, and for other 
important uses, remember 
that the fine rag content papers 
—bond and onionskin—available 


at your Neenah Stationer were 


designed for enduring beauty. And for the finest in other 


office supplies, rely on your Neenah Stationer. 


/ 
4 4 ps 


N<ENAH BOXED 
TYPEWRITER PAPERS 
Bonds and onionskins with from 
25% to 100% rag content. 


NEENAH PAPER COMPANY 
N 5 wi +} 


TAREMRATER PRPERS 


Pa 


a_i Se : be ses ee ae 
ee “ a y. 
ie heres 
: ig 
r 1 * 
i ee 
a He 
4 
moe § 
ad * aie % 
ie = Ke 
mM % 
iw Te 
(in 
le ° oe 
aft a ie a 
> E 
~ - % a 
> ie 
. see 
‘\ cat pos 
rt, ae 
Fy exe 
‘XY ous te apt 
NR a 
} ——— eee 
ee —— van 
= ae i 
ee 7 
signi eS ial 
é / pt le 2 Re aes a 
Po " ots fa Heen®t. iat 
> c ™ ; ki 
2 SS: “4 ™ Ne 
ee | 
. S, eee 
| Bis 7 ae 
a. cial g 
rie _ ‘ 
“yer = 
| <a @ 4 
<e 2 
ay a a 
a | 
ee pet 
| ‘oo 
wat 
| Ey 
' ; 
oe 
“ED Ys 
. . WF 
FS rlUMcS—S—“C*isSsisSSNCSCC ee 67 ox 
Ae 
AAS 
ae ‘ 4 : és * ‘ 2 : . < a Lt ice 
a ae. Meicy get . . i es ee ae te ee Be ow! Sees 
Se ais. Sk ata 2 dy <a oe en i a Ree aw a Ne eee on 


Tools of the Office 


At least three copies can be made 
from a matrix. The first copy requires 
50 seconds, but once the matrix has 
been processed, three copies can be 
produced in a minute. 

Since Verifax uses photographic 
principles, it is suitable tor copying 
material that has been typed, written, 
drawn, or printed, including _letter- 
heads and art work. Opaque originals 
can be used. Costs per copy are esti- 
mated at less than four cents when 
three copies are made from a matrix. 


Single copies cost nine to ten cents. 


The Equipment 


Eastman Kodak Co. 
Illustration. Page 58. 
Model. 

model C, 
Maximum Copy Size. 8 by 11 in. 

Power. 


“Verifax” printer, type 1, 


110-volt AC or DC. 
Dimensions. Length, 18% in.; width, 
11% in.; height, 13 in. 
Price. $240, list. 


= 


i. a 


Photostat Corp. 
Illustration. Page 58. 
Model. “Photostat Instant Copier.” 
Maximum Copy Size. 8% by 14 in. 
Power. 110-120-volt, 60-cycle AC. 
Price. $250, f.0.b. Rochester, N. Y. 


Xerography 


The Process 


Xerography 

Xerography differs from other dup- 
licating methods in that it makes use 
of small electric charges. 

A specially coated plate is given a 
positive electrical charge and placed in 
a special camera, where it substitutes 
for photographic film. The material to 
be copied is placed before the camera 
and “photographed” on this plate, with 
the difference that light falling on the 
plate does not produce chemical reac- 
tions, as in ordinary photography, but 
instead cancels the positive charge. 

The areas which remain charged, 
therefore, correspond to the dark areas 
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of the original. The result, in other 
words, is that the original message has 
now been “written” on the plate in 
positive electrical charges. 

The plate is placed in a copying unit 
and a black, resinous powder, negative 
ly charged, is passed over it. The nega- 
tive charges of the powder are attrac- 
ted by the positive charges on the plate. 
Consequently, the powder sticks to the 
plate wherever it is charged. The orig 
inal message, in effect, has now been 
written on the plate in black powder. 

A positively charged sheet of paper 
is then placed over the plate. The nega- 
tively charged powder is attracted by 
the new positive charge and is trans- 
ferred to the sheet. The original ma- 
terial has thus been transferred to an- 
other sheet of paper, and it is now 
necessary only to “fix” the powder per 
manently on the copy paper. This is 
done by placing the paper in a “fuser” 
for a few seconds. Here it is heated, 
fusing the powder permanently. 

Copies can be made on any kind of 
paper. Thus, in addition to single cop 
ies, translucent masters for diazo repro- 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


-» ASSURE YOU OF MAXIMUM 


-REYNOLDS& REYNOLDS 
Company 


BUSINESS FORMS SINCE 1866 


DAYTON 


L SALES OFFICES IN MOST PRINCIPAL CITIES 


’ 


ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 

QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY .. . Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements, 


Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms ! 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reynolds 
Accaunting Machine Forms 


Make of Machine 
Name 
Firm Name 


O H I O § Address 


City 
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by 
Empernria 


++. one of many carefully planned 
groups of handsome, modern office 
furniture .. . styled to lend beauty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
ii for FREE Office Planning Guide. 


| IMPERIAL DESK COMPANY 
Evansville 7, Indiana 


duction and paper masters for offset 
duplication can be prepared. 

Three units are required for the 
process—a camera, a copier, and a 
fuser. Since a camera is used, material 
can be enlarged or reduced as required. 
Opaque originals can be used, and the 
process can successfully duplicate art 
work, drawings, forms, etc., in addi- 
tion to typing or handwriting. 

Single copies can be prepared in two 
or three minutes. Offset masters re- 
quire from three to five minutes but 
these can be used to turn out great 
quantities of work at the high speeds 
permitted by the offset process. Single 


cost about nine cents. 


The Equipment 
The Haloid Co. 


Illustration. Page 58. 

Models. Fuser, processor model X, | 
camera No. 1, 

Maximum Copy Size. 8, by 13 in. 
Maximum size which can be handled 
by camera varies with model. The No. | 
4 “Lith-Master” which was | 
pictured on page 65 of the August is- 
sue of this magazine, for example, 
can reduce 17-by-22-in. material to 8 | 


camera, 


by 13 in., or can enlarge material to 
150 per cent of its original size. | 

Power, AC. 
DC. 

Dimensions, Of camera No. 1: width, 
16 in.; depth, 314% in.; height, 20 in.; 
of camera No, 4: length, 73 in.; width, 
38 in. Of processor: width, 15% in.; | 
depth, 22% in.; height, 19% in. Of 
fuser: width, 14 in.; depth, 20 in.; 
height, 9 in. 


Can be converted to 


Prices. This equipment is available 
only on a rental basis. With camera 
No. 1, $75 per month; with camera 
No. 4, $110 per month. 


Manufacturers’ List 


Diazo Process Duplicators 
Charles Bruning Co., Inc. 

4700 Montrose Ave., Chicago 41 
Ozalid, Div. of General Aniline & Film 
Corp. 

13 Ansco Rd., Johnson City, N. Y. 
Paragon-Revolute Corp. 

117 South Ave., Rochester 4, N. Y. 
Pease Co., The C. F. 
2601 W. Irving Park Rd., Chicago 18 
Peck & Harvey 

5650 N. Western Ave., Chicago 45 


Tools of the Office 


xerographic copies are estimated to | 
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How YOU Can 
Labor Leisurely! 


bigs oe 


Office work is REAL labor, no 
doubt about that! But, if you are 
now enjoying the rest and relax- 
ation at work that The Craftsman 
No. 1700 affords, you know the 
treat of labor with leisure. 


Deft designing . . . and, soft 
foam rubber in the back and seat 
of this attractive, genuine Amer- 
ican black walnut and Indiana 
quartered oak comfort chair— 
assure you that eased, resposed 
feeling. 


At the end of your business day, 
you'll actually rise refreshed .. . 
far removed from the ranks of 
“the tired business man.” ‘ 


Why not drop in on your Crafts- 
man Chair dealer today? If you 
don’t know him . . . we'll tell you 
his name. 


Just sit down in one of The 
Craftsman 1700's on his floor . . . 
you'll FEEL what 
labor leisurely. 


it means to 
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Facsimile Process Duplicators 
Facsimile & Electronics Corp. 
Fourth and Passaic, Passaic, N. J. 
Stenafax, Div. of Times Facsimile Corp. 
The Biltmore Arcade, Madison Ave., 
at 43rd St., New York 17 
Western Union Telegraph Co. 
60 Hudson St., New York 
Winchester Industries, Inc. 
11 Park Place, New York 7 


Gelatin Process Duplicators 
Autocopy, Inc. 

12150 S. Peoria St., Chicago 43 
Beck Duplicator Co. 

18 W. 18th St., New York 11 
Columbia Ribbon & Carbon Mfg. Co., 

Inc. 

Herb Hill Rd., Glen Cove, N. Y. 
Graphic Duplicator Co, 

473 Broadway, New York 13 
Hectographia Corp. 

110 W. 17th St., New York 11 
Heyer Corp., The 

1850 S. Kostner Ave., Chicago 23 
Smith-Corona Inc. 

701 E. Washington St., Syracuse 1, 

N. Y. 


Liquid Process Duplicators 

Copy-Plus, Inc. 

2817 W. Carmen, Milwaukee 9, Wis. 

Curtis-Young Corp. 

110 W. 18th St., New York 11 

Dick Co., A. B. 

5700 W. Touhy Ave., Chicago 31 

Ditto, Inc, 

2243 W. Harrison St., Chicago 12 

Duplicopy Co. 

224 W. Illinois St., Chicago 10 

Hart Mfg. Co. 

2400 Endicott St., St. Paul 14, Minn. 

Hectographia Corp. 

110 W. 17th St., New York 11 

Heyer Corp., The 
1850 S. Kostner Ave., Chicago 23 

International Duplicator Corp. 

233 Park Ave., New York 17 

Master Addresser Co. 

6500 W. Lake St., Minneapolis 16. 

Old Town Corp. 

750 Pacific St., Brooklyn 17, N. Y. 

Rex-O-Graph, Inc. 

7840 W. Hicks St., Milwaukee 14. 

Smith-Corona Inc. 

701 E. Washington St., Syracuse 1, 
N; ¥. 

Speedliner Co. 

4404. N. Ravenswood Ave., Chi- 
cago 40. 

Standard Duplicating Machines Corp. 
1935 Revere Beach Pkwy., Everett 
49, Mass. 

Wolber Duplicator & Supply Co. 

1201 Cortland St., Chicago 14 
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Wait 
till you see 
how bright and 


clean every copy 
looks when 
you use... / 


\ 
| 


; 


| ai | 
HAMMERMILL’S | | 


NEW BLUE-WHITE 
DUPLICATING PAPERS 


for mimeographing and spirit duplicating 


Nothing looks whiter to the eye than 
blue-white. That’s why these new, 
improved papers from Hammermill are 
just about the brightest duplicating 
papers you’ve ever seen! They’ll give 
you sharper, more arresting reproduc- 
tion jobs every time. And their many when it’s time to restock. For samples, 
other outstanding qualities assure write to Hammermill Paper Company, 
better performance over all your office 1471 East Lake Road, Erie 6, Pa. 


duplicating machines, copy after copy. 

Your printer can demonstrate how 
colorful printed headings stand out on 
these new papers. And he’ll help you 
choose the right Hammermill duplicat- 
ing paper for your specific needs. See him 


HAMMERMILL MIMEO-BOND 
AND HAMMERMILL DUPLICATOR 


With its new blue-white look, famous HAMMERMILL MIMEO-BOND produces 
truly outstanding reproduction jobs. Its exclusive air-cushion surface enables 
it to absorb mimeograph inks more rapidly, without smudgy sct-off—to 
produce 5,000 or more clean, legible copies from a single stencil. New blue- 
white HAMMERMILL DUPLICATOR Will turn out brilliant copies—that retain 
; their brightness—on either spirit or gelatin-type machines. Both papers 
come in a wide range of handsome colors as well as the new blue-white. 


WHIPPET MIMEOGRAPH 
AND WHIPPET DUPLICATOR 
| ‘ 


WHIPPET MiIMEOGRAPH has now been 


given a sparkling new blue-white look, 
ASK YOUR PRINTER TO SHOW YOU WHIPPET DUPLICATOR is a brand-new 
HOW PRINTED HEADINGS FURTHER Hammermill paper—also made in a 
IMPROVE DUPLICATING 


blue-white that commands attention. 
Both are an excellent value where looks 
of a job must be kept up and paper 
costs kept down. And both have uniform 
quality that is unusual at such low cost, 


PAPER'S APPEARANCE 
AND UTILITY. 


No matter what type 
of material you repro- 
duce on your machines, 
it can be more effective 
with printed headings. 
| Ask your printer to show you how reports, MM ERM) 

price lists, sales letters, charts, bulletins "A Le 
| all become more arresting, and easier to 


| . . 
] prepare, with the proper masthead. Duplicating 
Papers 


71 
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MODEL 444 


The PERFECT desk set for busy 
desks. Pen always ready to write— 
automatically fills itself from giant 
ink fountain every time pen is 
returned to socket. Fountain-base 
needs ink only 4 times a year in 
normal use. 


ay Finger grip never touches ink. No chance 
for ink to touch you. 


@ Fountain-base “ink-locked” against acci- 
dental spillage. Only the pen unlocks the ink. 


© Fountoin-bose holds 40 times more ink 


then ordinary fountain pen. Won't leak. 
Won't flood. Easy to clean as a saucer. 


Ask your stationer for a demonstration. 


TO SELECT OR REPLACE... HERE'S ALL YOU DO. 
More thon 28 interchangeable point styles 


for personal use or for public counters. 


the right point for 
the way you write 
... by number 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Lid., 92 Fleet St., East; Toronto, Ontarie 


| Wright Duplicator Div. 


See: Hart Mfg. Co. 


Multigraph Machines 


| Addressograph-Multigraph Corp. 


1200 Babbitt Rd., Cleveland 17, Ohio 


Offset Duplicators 
Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland 17, Ohio 
Davidson Corp. 
29 Ryerson St., Brooklyn 5, N. Y. 
Mergenthaler Linotype Co. 
See: Davidson Corp. 


Photocopiers 

American Photocopy Equipment Co. 

1920 W. Peterson Ave., Chicago 26 
Anken Film Co., Inc. 

Newton, N. J. 
Copease Co, 

270 Park Ave., New York 17 
Copy-Craft, Inc. 

105 Chambers St., New York 7 
Cormac Industries, Inc. 

41 E. 42nd St., New York 17 
Duophoto Corp. 

30 W. 25th St., New York 10 
General Photo Products Co., Inc. 

General Photo Bldg., Chatham, N. J. 
Haloid Co., The 

Haloid St., Rochester 3, N. Y. 
Hunter Photo Copyist, Inc. 

566 Spenser St., Syracuse, N. Y. 
Ludwig, Inc., F. G. 

Deep River, Conn. 
Orco Cameras 

112 Liberty St., New York 
Ormig Div., Queen Systems Corp. 

1055 Stewart Ave., Garden City, 

N. Y. 
Peerless Photo Products, Inc. 

Shoreham, Long Island, N. Y. 
Photostat Corp. 

303 State St., Rochester 4, N. Y. 
Remington Rand Inc. 

315 Fourth Ave., New York 10 


Stencil Duplicators 

Addo Machine Co., Inc. 

145 W. 57th St., New York 19 
American Stencil Mfg. Co. 

2714 Walnut St., Denver 5, Colo. 
Autocopy, Inc. 

12150 S. Peoria St., Chicago 43 
Beck Duplicator Corp. 

18 W. 18th St., New York 11 
Bohn Duplicator Corp. 

260 Fifth Ave., New York 1 
Curtis-Young Corp. 

110 W. 18th St., New York 11 
Dansen Co., The 

Clinic Bldg., St. Cloud, Minn. 


COPYRIGHT 1994, THE ESTERSROOK PEN COMPANY 
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RECORD 
STORAGE 
@ problem? 


@ Low-Cost 
© Convenient 
@ Space-saving 


The only fibre board 


DRAWER FILE 


that ‘builds its own steel! 
framework as you stack ae 


@ STAX ON STEEL gives 
you easy-action drawers—quick access to 
records. Each corrugated fibre-board unit 
is complete with factory applied steel 
framework for sturdy support in rear and 
front. Interlock side-by-side and stack 
to the ceiling to save space. Letter size 
illustrated —$4.70 per unit, slightly 
higher south and west. 


Clip this ad to your letterhead 
FOR FREE BOOKLET 


& Tells how long to keep records 
2 Shows best record storage methods . . . 
plus name of your nesrest dealer 


BANKERS BOX COMPANY 


720 S. Dearborn’Street * Chicago §, Ill. 


ENTIFY 
A GREAT 
DESK BUY 


You don't have to be an expert to 
judge desk value. Just see if the symbol 
“ID" appears in the middle drawer. If so, 
you'll know it's an Indiana Desk — and 
o great buy by any value standard. Be- 
cause every Indiana Desk is a product of 
extra-good wood and expert craftsman- 
ship . . . planned to promote most effort- 
less user efficiency. And “ID” spells 
“budget-sparing,”’ too! 


A visit with your nearest In- 
diana Desk dealer will prove 


profitable indeed. Please write 
us for his name, now. 


indiana desk co. 


JASPER, INDIANA + USA 


March, 1954 


| Dick Co. A. B. 


5700 W. Touhy Ave., Chicago 31 


Duplicator Corp. 


See: Gestetner Duplicator Corp. 
Gestetner Duplicator Corp. 

50 McLean Ave., Yonkers 5, N. Y. 
I larding Co., Milo 


432-34 W. Pico Blvd., Los Angeles | 


15 


| Hart Mtg. Co., The 
2400 Endicott St., St. Paul 14, Minn. 
| Heyer Corp., The 


1850 S. Kostner Ave., Chicago 3 


| International Duplicator Corp. 


233 Park Ave., New York 17 


| Keller Duplicator Co, 
345 E. Third St., Long Beach 12, 


Calit. 


| Marr Duplicator Co., Inc. 


53 Park Place, New York 7 
Mimeo Mfg. Co. 
401 Broadway, New York 13 


| Multistamp Co., The 


531 W. 21st St., Norfolk 1, Va. 
Niagara Duplicator Co. 

Box 1175, Concord, Calif. 
Pekas Duplicator Co. 

Lock Box 336, Lesterville, S. D. 
Post-O-Graf Mfg. Co. 

20 Garheld St., Wilkes-Barre, Pa. 
Print-O-Matic Co., Inc., The 

14-125 Merchandise Mart, Chicago 
Rex-Rotary Distributing Corp. 

19 W., 3lst St., New York 1 
Rutherford Duplicator Co, 

P. O. Box 13087, Houston 19, Tex. 
Speed-O-Matic Co., The 

P. O. Box 427, Lomita, Calif. 
Speed-O-Print Corp, 

1801 Larchmont Ave., Chicago 13 
Technygraph Co. 

Techny, Ill. 
Vari-Color Duplicator Co. 

435-37 S. Lincoln Ave., Shawnee, 

Okla. 
Windsor-Embassy Chemical Corp. 

Milford, N. H. 
Wright Duplicator Div. 

See: Hart Mfg. Co. 


ThermoFax Duplicators 
Minnesota Mining & Mfg. Co. 


900 Fauquier Ave., St. Paul 6, Minn, 


Verifax Duplicators 
Eastman Kodak Co. 
343 State St., Rochester 4, N. Y. 
Photostat Corp. 
303 State St., Rochester 4, N. Y. 
Recordak Corp. 
444 Madison Ave., New York 22 


Xerographic Duplicators 
Haloid Co., The 
Haloid St., Rochester 3, N. Y. 
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ALL-AROUND STAPLING 
2 PERFORMANCE 5, 
THE OFFICE 


No. 202 

Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond, 


Model 

105 

: Standard 

4-WAY MACHINE 
Stapler, Tacker, Plier, 

Temporary-Permanent Stitch. 


Model No. P-98 

PLIER TYPE HAND STAPLER 
Compact, portable for stapling papers 
at files and other hard-to-reach places, 


’ 
ss unr’ — 


LONG ARM 
Accessible to areas which ordinary 
Staplers cannot reach. 

Loads 210 Standard Staples. 


‘FILL IN COUPON AND MAIL 


| 

| 

1 Arrow Fastener Company, inc., Dept. O 
| One Junius Street, Brooklyn 12, N. Y. 


J Please send literature on staplers checked below | 


No.202—0) No.1050 No. P-960 Long Arm 0 
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Want to get more 
comfortable mileage 
from your office chairs ? 


Use 
Bassick 
CASTERS 
V quiet-rolling 
 smooth-rolling 
VY’ easy-rolling 


¢ Protect your floors and 
make chairs easy-moving with 
Bassick “Diamond-Arrows” 
— most efficient casters made. 
Soft rubber or hard phenolic 
tread. THE Bassick COMPANY, 
Bridgeport 2, Conn. In 
Canada: Belleville, Ont. 


For tubular-base chairs 


For metal-base chairs 


x. 


r 


Ss “2 Waning MORE KINDS OF CASTERS. .. MAKING CASTERS DO MORE 


75 YEARS OF CASTER LEADERSHIP 


Bassick 


A DIVISION OF 


74 


U. S. Steel— 


(From page 40) 


(Here Mr. Moore described the use of bookkeeping 
machines and cash registers as data origination devices.) 

Communications machines: At distributing and manu- 
facturing location, there is an unusual system for control- 
ling and consolidating ON HAND inventories at distribu- 
tors’ locations throughout the country. The maximum 
number of items carried in inventory at each location ap- 
proximates 200 different models, 

On Friday afternoon each week, distributing locations 
manually prepare an inventory report which shows the 
following information for each model: 


Balance on hand previous week. 
Received current week—factory. 
Received current week—other source. 
Dealer shipments only. 

Stock on hand. 


Ve wnr = 


Totals, for control purposes, are prepared by class of model 
for each of the quantities shown on the report. 


(Exhibit 6 was shown here at the conference.) 


At the close of business each Friday, a manually posted 
inventory record is delivered to the nearest telegraph office. 
Here information is wired to home office of the manufac- 
turer. A receiving machine is located in the manufacturer’s 
office. This machine prints a hard copy of report, together 
with perforation of five channel tape. Tape produced is 
then processed through a card punch. This conversion from 
tape to card takes place on Saturday. 

An average of 10,000 cards, representing inventories by 
model and distributor, are punched from five channel tapes 
received in the home office. These cards, when balanced 
to control, are combined with description cards and pro- 
cessed in tabulating machines to consolidate and print a 
weckly inventory status report. 


The weekly consolidated Inventory Status Report is pre- 
sented to the Board of Directors of the company at 8:30 
Monday morning. Policy decisions pertinent to operation 


and manufacturing requirements of the business can be 


resolved through the medium of this report. 


The same procedure could be used in many other types 
of businesses and applications: closing reports, production 
reports, bank balances, orders received, field payrolls, all 
types of urgent statistics, It is not necessary to have a pri- 
vate wire system to accomplish these results, but since data 
is transmitted over a public wire system, confidential data 
should be coded. 

I want to re-emphasize the importance of recording data 
at the point of origin for use in subsequent processes. 

The common language medium, five channel tape, pro- 
vides: 

1. Accuracy when processing data into and out of various 

machine systems. 

. Speed in transcribing data from one process to another. 

3. Elimination of proofreading after accuracy of data has 
been established. 

. Automatic transcription of data. 

. Means for mechanizing all clerical functions. 

. Foundation for electronic data processing system. 


(This article will be continued in April) 
OFFICE MANAGEMENT 
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vitamins 


| by SLOANE 


Bare floors . . . trail-packed coverings . . . worn carpets—bad 


for business. Put your office on the preferred list. . . for clients 


... with Carpet by Sloane’s. Top values, dependable qualities 


... widest selections... plus advice by specialists . . . accurate 


measurements . . . economical cutting. 


You pay no more at Sloane’s... Compare before you buy 


CONTRACT DIVISION 
' was > Ran 
ae entury of , 
er rae SLOANE Bae 


FIFTH AVENUE AT 47TH ST. NEW YORK 17 | MieeMn@mnMncaganag 
We invi ‘ ° : and Offices 
¢ invite your inquiry 


a 
—wuae oni ° ° 
—® Get Dennison Addressing Labels 


a at Stationers or write for free sample to 

ye . 

=| Dennison, Dept. 146, Framingham, Mass. 

aS ee Sao MES > ? ore a oe ' ANS eer ae - 
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Serene 


GO PLACES with 


SUPERB as Switzerland's 
MATTERHORN! 


The Swiss respect their super- 
latives. They specify Weldon 
Roberts Erasers, as do users 


the world over—to Correct 


——— 


399 TRI-PLY—The original, su- 

lor, S-layer eraser for typists. 
os outer plies of red pencil- 
rubber, for smooth, clean erasures 
on originals and carbon copies, 
center ply of soft gray ink-eraser 
for a single letter or a complete 


ing of all writing by hand 


and by business machines. 


Weldon Roberts uni- 
formity, quality and 
versatility will save 


time, ease work, gratify 


everyone in your office. 


930 ENSEMBLE (Pink & Cray 
Rubber). A combination eraser 
that does most everything. Handy, 
bias beveled shape. Soft, pink 
pencil rubber joined to soft, gray 
ink eraser, For ink, pencil and 
crayon erasing. 


requirements to your 
dealer; ask him to 
recommend exactly- 
suited Weldon 
Roberts Eraser 


styles and textures. 


MADE IN NEWARK, USA 5 


121 ELLIPTIC. Soft gray eraser in handy 
elliptical shape for pencil or ink erasures on 
all types of work. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


Correct Mistakes in Any Language 


— 


ad 


rege 


ei Automation— 


Mistakes In Any Language—to — 


assure uniformly superb eras- | 


Describe your erasing | 


(From page 33) 


Arnold: Let's give it an easy problem, 
Herman: O. K. 2 x 2 
Computer: 4 
Arnold: Do it again. 
Herman: 2 x 2 
Computer: 4 
Arnold: Do it again. 


This keeps up for 5,328 times. On the 5,329th: 
Herman: 2x2 
Computer: 


3 
| Arnold & Herman: 
| Computer: 3 
| Arnold: Do it over, Herman. 
| Herman: 2 x2 
Computer: 4 


What? 


Arnold; We've \earned something. This thing can make 
mistakes, 

Herman: Right, so when it does, we'll put the problem 
through twice. 

Arnold: That's fine with 2 x 2, because you can recog- 
nize a wrong answer, but how would you know 
if the machine was right when it told you 
123\/456 = 789? 

Herman: That's right, Arnold, and besides, if one of the 
tubes went out it could keep making the same 
mistake over and over, unnoticed. 

Arnoid: What we'll have to do is to duplicate the cir- 


cuitry, so that if one circuit makes a mistake 
the other will give us the right answer. 


Many more months pass, the extra circuit is installed, 
and the boys are ready to test again. 


Herman: 2x2 

Computer: 4 4 

Herman: 2x2 

Computer: 4 4 

Arnold: Let's give it a tougher one. 

Herman: O. K. 243? 

Computer; 59,049 59,069 

Arnold: See! We've caught it in a mistake again. 

Herman: Yeah! It’s a good thing we have two circuits. > 
Even though we have the wrong answer, we 
also have the correct one, 

Arnold: Yeah, huh? Which is the right answer? 

Herman: Gosh, 1 don’t know! What'll we do? 

Arnold: — We'll beat this monster yet! What we need 
is a third circuit! Then the best two out of 
three wins! 

Herman: Arnold, you're a genius! 

Arnold: (modestly). 1 know. 


After many more months, the third circuit is ready, and 
is T-day again. 


Herman: 2x2 
Computer: 4 4 4 
Herman: 3x3 
Computer: 9 9 9 


(To page 78) 
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. AMERICAS ° Sv AN RTYNG” | Yor Your Office Supply 
OF BUSINESS 


\ 
ERT | Dealer has this new way 


“for you to select smaller 


quantities of = 


‘CELLU GRAF 
ole 


For many years CELLUGRAF Trans- 
parent Signals have been packaged 100 
of a color to a box. But now you may 
purchase as few as 20 CELLUGRAF 
Signals on a cellophane-covered card 


& 
| — of a single color: Red, Turquoise, 
a minum Pink, Yellow, Dark Green or Orange. 


You may want to fill in some colors — 


bad you may want to add new colors to 
cover new situations. This new pack- 
age makes it possible to increase the 
variety without increasing the cost. 
CUTTING COSTS 
See this display at your Office $ Dealers. 
You can cut your office costs, rh increasing your office [im Many have them now—or will soon, it's so new! 


efficiency. Properly seated office workers are more 
efficient—and therefore, less costly. 


FINE-REST Aluminum chairs will increase produc- 
tivity, and reduce absenteeism, fatigue, and errors. 
FINE-REST chairs provide a service that pays for 
itself. Why not let your dealer demonstrate the Se ae 
FINE-REST cost-saving features? SIGN ALS “ 


Write for the name of your nearest FINE-REST dealer. = MAPTACKS — 


“America's Standard of Business Seating" | Kee BUSINESS Under Control 


ALUMINUM SEATING on GEORGE B. GRAFF COMPANY 


17 S$. CHERRY STREET °* AKRON 8 OHIO Monviocturers of Signals, Moptecks ond Mopft 


thet help te keep business under better contrel. 
Dishiibulor AETNA SAFE CO., 46-50 
METROPOLITAN N.Y. & exroar *oIsTRIBUTOR 54 WASHBURN AVE’, CAMBRIDGE 40, MASS. 
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pixit CA7AL/NA-DUO writinc TABLE 


Another member of the striking new Dixie Chrome 
“Holiday” Series. Clean-lined square-tube frames in satin- 
steel or choice of seven decorator colors in wear-resistant 
“EPON” enamel. Distinctive self-edged Westinghouse 
MICARTA tops in “Color-Keyed” jewel-tones resist burns, 
stains, acids. Handy stationery rack with built-in 


“Fiberglas” lamp. 
Color- Keyed > 


o CY 


© o ©~ propucts 


Division of Southern Consolidated Mfg. Corp. 
Irving (DALLAS COUNTY) Texos 


eee SS 
The Acco Fasteners 
in Accopress Binders 
bold from 2 to 2000 
sheets. Capacities 


‘ 
from 1 to 6 inches. with 


ACCOPRESS 


BINDERS 


Accopress Binders are the economical loose leaf—or 
permanent—means of binding all your business 
papers. Made of fine pressboard. Long in life. Low 
in cost. Stack flat. They insure permanent safety for 
all records—letters, orders, contracts, invoices, re- 
ports, etc. Choice of many styles and sizes. Ask your 
stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Lid., Torente 


~~ ACCO FASTENER 


CHROME. 


| computer construction goes, it’s not very far from the 


| a 22 


Where does he go from here? 


Arnold: (interrupting) 243? 


Computer: 59,049 59,049 59,069 

Herman: See! Even though it makes a mistake, we 
know that 59,049 is the right answer! Our 
problem is licked! 

Arnold: —(unenthusiastically) Yeah! 

Herman: What's the matter? Sick? 

Arnold; Not exactly. I was just wondering. suppose 


two of them made the same mistake? 
Certainly, the above is somewhat exaggerated. But as 


actual truth. 


(The concluding installment of Mr. Waygren’s article 
will appear in the April issue.) 


Recession-proof buildings— 


(From page 31) 


General feeling of building owners who have used the 
service concerning its costs was expressed in a speech made 
by Fred H. McClintock, manager, Real Estate and Right of 
Way Department, Standard Oil Co. of California, follow- 
ing the council’s work with that company in redesigning 
story extension of Standard’s San Francisco headquar 
ters building. 

“It is significant that practically all of the changes rec- 
ommended by the Building Planning Service have since 
been approved, and have been incorporated into our revised 
plans. We have saved thousands of dollars and will have a 
far more workable and efficient plant when completed. 


“Anyone contemplating bulding at this time, or any time 
in the future just cannot afford not to utilize the Building 
Planning Service.” 


(From page 29) 


3. Require higher entrance standards for the course. 

4. Counsel with business on applicants to the profession. 

5. Strive for more scholarships, glamorize the profession; \ 
the results will be more and better potential executives. 

6. Keep abreast of constantly changing business needs 
and continually review techniques. 

Here again, I want to point out that schools can only 
help to raise our level. 

There are many associations that are helping us to gain 
our recognition as office managers, but unless you partici 
pate and realize that it is through your efforts that recog 
nition will come, we cannot raise our standards, 

The Office Management Association of Chicago reached 
its 25th birthday on October 24, 1953. That represents some 
25 years of progress in helping to bring the office manager 
into his rightful and respected position in business. 

The National Office Management Association and all of 
its chapters, such as the Office Management Association of 
Chicago, are constantly reviewing ways to raise our level in 
the eyes of business. They too have done much along with 
organizations such as American Management Association, 
Society for the Advancement of Management, and many 
others. 


(To page 81) 
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__ Blank Insert 
Strips 


a Am : 
“Accurately 


AICO 


Exclusive! 


| An 
ir 


“You Don’t Have To 


When You Use The New 


For Titles! 
_ For Tiles! MT EX TABBING With 
Pica Spaced Inserts!” 


° s iJ 

Saves 56% Typing Time 
On Typing 1, 2 or 3 Line Titles 
@ Typing is Faster, Easier 
@ Always On a Straight Line! 
@ Titles Are Neater, Cleaner! 
@ Ends The Need For Tedious, 

Fatiguing Soft Roller Work. 


Typewriter Use.” 


be - - --4 


Jo 


AIGNER 
INDEXES 


SOFT ROLLER ME 


IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts 
spaced exactly 2 and 4 picas deep to permit use of the line 
space lever when typing titles. This ends the need for sofi 
roller work when centering or positioning the titles on the 
insert strips. Just set the line space lever for 1, 2 or 3 spaces 
and you breeze right through the job. 


Now, At Your Stationer or Write Dept. 4, For FREE Sample! 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 


March, 1954 


Gia 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 


~eY \NNICH VALET 


Reduce Absenteeism— 
keep employees’ wraps 
dry, aired, and in press 


With Office Valet wardrobe 
equipment employees do not 
face weather in damp-cloth- 
ing that has been crumpled 
in lockers, do not eat soggy 
lunches soaked by wet hats 
or mittens. The 4 foot 3-U 
rack, illustrated, accommodates 
12 employees with spaced coat 
hangers, individual hat spaces, 
umbrella racks and overshoe 
shelf. Other units with or with- 
out lock boxes, in sizes and 
capacities for every office and 
factory need. 


WRITE FOR BULLETIN OV-4 


OFFICE MANAGEMENT 


T Super-Lok —--" 
LOOSE LEAF 
BINDER 


NEW! EFFICIENT! 
ECONOMICAL! 
Super-Lok Features: 
@ Compresses to given sheet 
capacity. 


@ New, simplified locking 
mechanism that features 


easy operation and removal 
of sheets. 


© Positive locking in any 


capacity position. 

Super-Lok is now being used 

by the U. 8. Gov't and lead- 

ing firms from coast to coast. Insert sheets re- 

moved by lifti 

Can be made to specifications from, book wi 

with various post arrange transfer Bar. as 
illustrated. 

mum capacity and allows for } 

80% expansion. Available 

with or without window in 

backbone .. . Imitation lea- 

ther or canvas. Allows for 

compression to any given 

capacity. 


Write today for quotations 
and latest catalog. 


U. 8. Pat. No. 2,568,227 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


FEDERAL LOOSE LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


It's Sensational! ! 


THESE WORDS BEST DESCRIBE 


~ NEW 


This low priced 
checksigner is a 
must for business. Clearly impressed per- 


sonalized signature eliminates payroll 
drudgery with Safeguard security, speed 
and efficiency. The machine has an auto- 
matic built-in counter, and is protected 
with two security locks. Write today. 


Safeguard Corporation 


LANSDALE, PENNA. 
MANUFACTURERS OF CHECKWRITING EQUIPMENT 
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Wo USE 
LOOKING 
OSCAR 4. YOu 


CAN'T SEE my 
PAYCHECK 
ROUGH THIS 


“OUTLOOK 


PAYCHECK "OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances fer Errors 
Paycheck “Outlook” Envelopes are absolutely opaque; essen- 


tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


TH EN—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


PLYMOUTH RUBBER BANDS 


OUTSTRETCH .. OUTLAST... OUTSELL... ALL OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for 
Your Special Needs 


Y OISTRIBUTED. AVAILABLE AY your recuiae 
Plymouth ' Standard Bands Made to Federal Specific 


YMOUTH. RUBBER ‘COMPANY, Inc., Canton 


CLASSIFIED ADVERTISING 


Rates are |5¢ @ word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 
VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, etc. All 


equipment thoroughly rebuilt and < + om Commercial Card System 
Co., 135 Grand St., New York 13 . N. Y. 


FOR SALE ADDRE SSOG RAP H Model 2000 with ‘feed expirator and 
lister Equipment two years old, reasonably priced. Contact Box 6, 
Wall Street Station, New York 5, New York. Attention Purchasing 
Departme ~nt 


DITTO G EL ATIN- ‘PROC ESS. 's. 20 Electric 1491. Priced to sell. 1951 
model-—-excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator's chair; other accessories. Bargain, Write U. O. 
Colson Company, — Paris, Iiling is, 


Cc CALCU L. ATORS | AND ADDING | MACHINES Wanted, all makes 
State make, model, serial number and adding capacity. International 
Office Appliances Inc., 326 Broadway, New York 7, N. Y. 


Kardex, Acme, all makes, used visible filing equipment. Thousands 
of reconditioned cabinets, panels, books, always on hand. Get our 
quotations. Chas. S. Nathan Inc., 548 Broadway, New York, N. Y. 


ADDRESSOG RAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 
Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


ADDING MACHINES and all office machines, bought, sold, rented, 
rebuilt. Elliott-Fisher and Sundstrand machines, Comptometers, Bur 
roughs, Friden, Marchant, Monroe Calculators. Electromatic typewriters 
Tee “ter Ww arsh Co., 849 N. 3rd St., Milwaukee 3, Wis. 


Ww. ANTED Burroughs or N.C R. Bookkeeping and Billing Machines, Cal- 
culators, C« omptometers, Adding Machines, etc., any style. Quote com 
vlete description and best tae oo American Business Machines Inc., 573 
Sroadway, New York 2 3 


Business Opportunities 


PROFITABLE FRANCHISES AVAILABLE-—Own your own business. 
Operate a temporary help service with our help. We operate coast to coast 
29 offices Modest funds required for operating capital. Franchises 
available in cities under 300,000 population. Be a part of nation’s largest 
temporary help service. Step inte a profitable business of your own by 
writing Miss Lewis at 330 W. Kilbourn Ave., Milwaukee 3, Wis 


Miscellaneous 


NEED TEMPORARY OFFICE HELP? Call Manpower Inc, if you 
need temporary typists, stenos, bookkeepers, comptometer operators. U s« 
our employees for 4 hours—-a day or two a week—-a month or longer 
We are not an employment agency. Low hourly rates. We operate in 
Chicago, Boston, Cincinnati, Cleveland, Detroit, Milwaukee, Minneapolis, 
New York, Philadelphia, Pittsburg, St. Louis, San Francisco, with other 
affili ated branches coast to coast Call Manpower, Inc. for qualified 
temporary office help. 


Positions Wanted 


PURCHASING AGENT 10 years’ experience in volume and diversified 
buying. Office Equipment and Supplies, Manufacturing and Engineer 
ing backgorund. Pyroduction Planning. Seek top level position New York 
area. O. M, 158 


OFFICE REPORTS, MANU ALS, EMPLOYEE MAGAZINES and any 
other office task involving writing and editing will be efficiently handled by 
young man with background of several years of successful experience in 
the business magazine editorial field as reporter, rewrite man and editor 
Thoroughly familiar with printing and publishing techniques. Seeks posi- 
tion in office in the New York metropolitan area. Write O. M. 162, Office 
Management, 212 Sth Ave., New York, N. Y. 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


ore best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 
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They are helping by: 
Constant research. 
Publications on management. 
Bringing people together in a common cause, 

4. Conducting technical programs, conferences, and 
clinics. 
3 


Ss 
2. 
a 


Providing correspondence courses for those who want 
to learn. 

6. Encouraging both students and schools to set their 
sights towards a higher level, one that will be looked up to, 
and not down on. 

Here again, these associations are helping by giving you 
the necessary tools but it is up to you to use them. 

And now we are on the threshold of the next step, Admin 
istrative Management. Office Management is merely an 
other description of our profession as it ascends to its right 
ful place in business. 

I want to leave you with the most important thought otf 


| 
| 


all — management and business, colleges and universities, 


along with associations, can help, and they can provide the 
tools, but the only people who can raise the standards of 
office managers are the office managers themselves. 


Chicago Show— 
(From page 34) 


Cooper Jr., Inc.; Copy-Plus Sales & Service; Ralph C, Cox- 
head Corp.; Cummins Business Machine Corp.; Curta Cal- 
culator Co.; Davidson Corp., c/o Mergenthaler Linotype 


i 


Co.; A. B. Dick Co.; Dictaphone Corp.; Dictating & Record- | 


ing Co.; Diebold, Inc.; Ditto, Inc.; Domore Chair Co., Inc.; 
Duplicopy Co.; and Thomas A. Edison Inc., Ediphone Div. 

Also, Elliott Addressing Machine Co.; Fototype Co.; Fri 
den Calculating Machine Co.; General Fireproofing Co.; 


Jos. Ginsburg, Inc.; Gray Mfg. Co. (Gray Audograph); | 


The Haloid Co.; Harris-Seybold Co.; Hush-A-Phone Corp.; 


Illinois Duplicator Corp.; International Business Machines | 


Corp.; Lee F. Kollie Associates, Inc.; Le Febure Corp.; 
Lincoln Radio & Television Corp.; Marchant Calculators, 
Inc.; Marr Duplicator Co., Inc.; Marshall Field & Co.; Mar 
shall-Jackson Co.; Master Addresser Co.; McBee Co.; Me 
Caskey Systems Ltd.; J. Curry Mendes Corp.; and Minne 
sota Mining & Mtg. Co. 


Monroe Calculating Machine Co., Inc.; The Mosler Sate , 


Co.; Multistamp Co., Inc.; Muzak Corp.; National Calcu 
lating Service, Inc.; National Cash Register Co.; Office 
Equipment of Chicago; Olivetti Corp. of America; Ozalid 
Corp. (Div. General Aniline & Film Corp.); Photostat 
Corp.; Pitney-Bowes, Inc.; Precision Mig. Co.; Private-Tele 
Communications, Inc.; Recordak Corp.; Records Controls; 
and Remington Rand Inc. (Adding-Calculating Machines 
Div.). 

Also, Rex-O-Graph, Inc.; Ro] Dex Div., Watson Mig. Co., 
Inc.; Royal Typewriter Co., Inc.; Scribe Corp.; Security Steel 
Equipment Corp.; Shaw-Walker Co.; Simplex Time Re 
corder Co.; Spak & Natovich; Standard Duplicating Ma 
chine Co.; Standard Manifold Co.; Statistical Tabulating 
Co.; Stenographic Machines; Stivers Office Service; Tallman, 
Robbins & Co.; Temperature Equipment Corp.; Tiffany 
Stand Co., Inc.; The Todd Co., Inc.; Transo Envelope Co.; 


Triner Scales Co., Inc.; Underwood Corp.; Victor Adding | 


Machine Co.; Weber Addressing Machine Co.; Wheeldex 
Simpla Chicago Co.; and Workman Service, Ine. 
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buys this modern 


Dafvey 


fift truck | 


This new powerful SAFEWAY 

Hydraulic unit will lift loads 

of 1,000 Ibs. to a height of 

53” easily and safely. 

@ It operates in narrow aisles 
and will turn easily in close 
quarters. 

@ Combination “Snap on" Plate 
permits use as platform truck 

when forks are not required. 


@ Foot Lever oper- 
ation and Safety 
Release 
pedal, 
permit one man 
operation with maximum safety. 
@ Safety hand-operated brakes 
prevent movement when load- 
ing or unloading, provide posi- 
tive control on inclines. 


@ Unequalied for materials han- 


- unloading ve- 
hicles, transferring 
INDUSTRIAL EQUIPMENT CORP. 
184 N. FRANKLIN STREET 


dies or stacking 
drums and other 
CHICAGO 6, ILLINOIS 


bulky objects. 


Write or Phone 
for Demonstration 
Phone: RAndolph 6-1604 Chicago 
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Make 


“ie 


Like 


Clockwork! 


STAHOWAL 


Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 


—shipping, receiving, pricing, assembling, warehousing, inven- 


torying. Or if you need a special kind, tell us your problem—we're 


used to solving every kind! 


STAONAL marking and checking crayons are gritless, waterproof, 


permanent, or semi-permanent, as required. 


For checking purposes 
For marking china, tin, etc 
For general marking and shipping 


Soeeteesiwiesuseeueubee STAONAL No. 1 
eve e Tria erry re STAONAL 1 CT 
ST Treere te ye STAONAL No, 2 


For marking glass and cellophane.............. STAONAL No, 4 


For marking leather, fabrics 
er ONIN 5 bone asneed ined sede Rvavaa STAONAL No. 11 


For marking wet or dry lumber ........ 


SEND FOR FREE 
iMustrated marking 
crayon price sheet 

to Dept. TOM 


Soeereterecseerens STAONAL No. 5 


coeovese STAONAL No, 29 


BINNEY & SMITH CO. 
41 E. 42nd St., New York 17, N. Y. 
Celebrating 50 years of CRAYOLA® Leadership 
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Here's 2 chair that. 
— Levels 


_. It’s the chair with the 
Fiber Glass Base 


Yes, sir, the Sturgis fiber 

glass base is automatically self- 
leveling. Your weight always 
keeps all four casters firmly 


on the floor, even when 


you “ride’’ off the chair 


mat. Remember also that 


AN 


this is the base that just 


« 


can’t be harmed by office 


abuse, never looks shabby, never 


needs refinishing. Gray, green, 


Engineered for Long Life and Minimum Maintenance 
Nylon Thrust Bearing. takes a lifetime of swiveling. 
, Ball Burnished Spindle B ife. 
and stenographic models. of SermeNS “pee Suanng: perfect 1% for tong tie 


Superior Casters. oversize ball bearings, extra wide rubber wheels. 


STURLON — Finish On Metal Parts: 10 to 20 times as abrasion- 
resistant as other finishes. 


walnut or black, on 9 executive 


as am am ons oe alieieeniientenietention | 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 East Erie St., Chicaga 11, Illinois 


We'd like a copy of your illustrated folder on 


| 
| 
| 
chairs with fiber glass bases. 


/ 


Nome 


Firm Name 


POSTURE CHAIRS 


‘ 


! Address 
I 
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improved 
Underwood Sundstrand 
Adding-Figuring Machine 
makes figure-facts 


\ i 
\ ro 
ee _ 


© faster 
® quieter 


No matter what kind of figure work you do, you'll 
get faster results ... with Jess effort ... by using 
the superbly quiet new Underwood Sundstrand 
Adding-Figuring Machine. 

New, advanced design, plus the famous Under 
wood Sundstrand 19-key Touch Method Keyboard, 
brings you these important advantages: 

.greater cycle speed ...approximately 20% faster 

.-new Multi-Flex Bar, for all calculations 

-multiplication made easier and faster 

..easier correction of errors with new electric 
correction key 

You'll be amazed at the time and money savings 
you get from this machine. You'll be delighted 


i“ 


Multi-Flex 
ontrol 


® easier to operate 
® simpler to multiply 


with its speedy, accurate and QUIET performance. 
And how your operators will love its smooth, 
cushioned untiring action! 


Ask your Underwood Representa- 
tive... listed in the Yellow Pages of the 
Directory ... for a demonstration... 
and begin to roll with 4-point control. 


The Origine! 
Touch Methed 


Reyboard 


Underwood Corporation 


Adding Machines Accounting Machines 
Carbon Paper . .. Ribbons 
One Park Avenue, New York 16, N.Y. 


Typewriters 


? 
[ UNDERWOOD | 


Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere 
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